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The  purpose  of  the  research  was  to  develop  job  aids  (*How  to  do  it-  guidance) 
for  the  activities  identified  in  the  Instructional  Systems  Development  Model 
(ISD,  TRADOC  Pamphlet  350-30) .  Job  aids  are  available  for  each  of  the  five 
phases  of  the  ISD  model  -  ANALYZE,  DESIGN,  DEVELOP,  IMPLEMENT,  and  CONTROL. 

Each  job  aid  is  composed  of  a  Descriptive  Authoring  Flowchart  and  a  Job  Aid 
Manual .  This  volume,  covering  Phase  I -ANALYZE,  contains  an  Introduction  to  the 
Use  of  the  Job  Aids  and  the  Job  Aid  Manuals  for  Blocks  1.2  through  1.5.  The 
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The  Computer-Based  Instructional  Systems  Team  of  the  US  Army  Research 
Institute  for  the  Behavioral  and  Social  Sciences  performs  research  and  develop¬ 
ment  in  the  area  of  educational  technology  that  applies  to  military  training. 

Of  interest  are  methods  for  training  individuals  to  develop  and  utilize  instruc 
tional  courseware  in  reasonable  time,  at  acceptable  cost.  ARI  research  in 
this  area  is  conducted  under  Army  Project  2Q263743A794 ,  FY  80  Work  Program. 

This  Research  Product  is  one  of  a  series  of  10  volumes  designed  to  provide 
guidance  on  the  application  of  the  Instructional  Systems  Development  model. 

The  work  was  accomplished  by  Mr.  Russel  E.  Schulz  and  Mrs.  Jean  R.  Farrell, 
Human  Resources  Research  Organization,  Contract  No.  DAHC19-78-C-0010  and 
personnel  of  the  ARI  Manpower  and  Educational  Systems  Technical  Area.  Person¬ 
nel  from  the  Directorates  of  Training  Development  at  Ft.  Belvoir,  VA  and  Ft. 
Gordon,  GA  provided  assistance  in  the  evaluation  of  the  work. 
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JOB  AID  MANUALS  FOR  PHASE  I -ANALYZE  OF  THE  INSTRUCTIONAL  SYSTEMS  DEVELOPMENT 
MODEL 


BRIEF 


Requirement : 

To  develop  a  series  of  job  aids  for  the  activities  identified  in  the 
Instructional  Systems  Development  Model  (ISD,  TRADOC  Pamphlet  350-30). 


Procedure: 

A  series  of  job  aids  were  designed  and  developed  for  each  of  the  five 
phases  of  the  ISD  model:  ANALYZE,  DESIGN,  DEVELOP,  IMPLEMENT,  and  CONTROL. 
Each  job  aid  is  comprised  of  Descriptive  Authoring  Flowcharts  and  a  Job  Aid 
Manual  which  provide  specific  guidance,  examples,  and  references  necessary  to 
produce  the  product  specified  by  the  ISD  Block  it  covers. 


Utilization: 

These  job  aids  will  be  used  by  military  training  personnel  in  meeting  the 
requirements  of  the  ISD  model. 
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WAT  ARE  JOS  A1VS? 


•  Job  Aids  are  intended  to  be  stand-alone,  step-by-step  procedural  guides  which 
we  hope  will  permit  you  to  turn  out  quality  instructional  products  quickly 
and  easily.  We  also  hope  that  they  will  be  equally  useful  to  individuals  at  all 
experience  levels  of  the  instructional  systems  development  process. 

•  Job  Aids  are  intended  to  address  real  needs.  Prior  to  the  development  of  the 
Job  Aids,  instructional  technology  personnel  (individuals  like  yourself)  at  the 
U.S.  Army  Signal  Center  and  the  U.S.  Army  Engineer  School  were  surveyed  to 
determine  specific  ISD  needs— those  areas  in  which  they  had  the  greatest  need  for 
assistance  and  information.  Emphasis  was  placed  on  satisfying  these  needs  in  the 
development  of  the  Job  Aids. 

•  Job  Aids  use  the  same  classification  system  for  identifying  the  activities  that 
must  be  performed  in  instructional  systems  development  (ISD)  as  does 
TRADOC  Pamphlet  350-30  (Interservice  Procedures  for  Instructional  Systems 
Development). 


WHAT  IS  THE  CLASSIFICATION/  SYSTEM  USEV  IN  TRAVOC 
PAMPHLET  350-30  A NV  JOB  AI VS?  - 


•  TRADOC  Pamphlet  350-30  suggests  that  instructional  systems  development  be  con¬ 
ducted  in  five  phases: 

—  Analyze 
—  Design 
—  Develop 
—  Implement 
—  Control 

•  For  those  of  you  who  are  unfamiliar  with  TRADOC  Pamphlet  350-30  we  suggest 
you  read  the  brief  description  of  each  phase  of  the  ISD  process  as  shown  in 
Table  1.  In  the  TRADOC  Pamphlet  each  ISD  phase  is  divided  into  specific 
activities  called  ISD  blocks.  Table  2  shows  these  ISD  blocks  and  Table  3  shows 
the  outcome  of  each  block. 

•  Job  Aids  cover  the  activities  required  for  the  first  three  phases  of  the 
TRADOC  Pamphlet  (i.e..  Analyze,  Design,  and  Develop  instructional  systems). 

The  Aids  cover  each  ISD  block  within  these  phases  except  for  ISD  Block  1.1, 
Analyze  Job. 
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Table  1 


FIVE  PHASES  OF  INSTRUCTIONAL  SYSTEMS  DEVELOPMENT  USD) 


THE  FIVE  PHASES  ARE*- 


Inputs,  processes,  and  outputs  in  Riase  I  arc  all  based  on  job  information.  An  inventory  of  job 
tasks  is  compiled  and  divided  into  two  groups  tasks  not  selected  for  instruction  and  tasks 
PHASE  I  selected  tor  instruction.  Performance  standards  for  tasks  selected  for  instruction  are  determined 
a  A|  a  a  yyp  by  interview  or  observation  at  job  sites  and  verified  by  subject  matter  experts.  The  analysis  of 
AleMLl  fcC  existing  course  documentation  is  done  to  determine  if  all  or  portions  of  the  analysis  phase  and 
other  phases  have  already  been  done  by  someone  else  following  the  ISO  guidelines.  As  a  final 
analysis  phase  step,  the  list  of  tasks  wlected  for  instruction  is  analyzed  for  the  most  suitable 
instructional  setting  for  each  task. 


PHASE  ii 

DESIGN 


Beginning  with  Phase  II,  the  ISO  model  is  concerned  with  designing  instruction  using  the  job 
analysis  irifuim«ion  from  Phase  i.  The  first  step  is  the  conversion  of  each  task  selected  for 
training  into  a  terminal  learning  objective.  Each  terminal  learning  objective  is  then  analyzed  to 
determine  learning  objectives  and  learning  steps  necessary  for  mastery  of  the  terminal  learning 
objective.  Tests  are  designed  to  match  the  learning  objectives.  A  sample  of  students  is  tested  to 
insure  that  their  entry  behaviors  match  the  level  of  learning  analysis.  Finally,  a  sequence  of 
instruction  is  designed  for  the  learning  obiectives. 


PHASE  III 

DEVELOP 


The  instructional  development  phase  begins  with  the  classification  of  learning  objectives  by 
learning  category  so  as  to  identify  learning  guidelines  necessary  for  optimum  learning  to  take 
place.  Determining  how  instruction  is  to  be  packaged  and  presented  to  the  student  is 
accomplished  through  a  media  selection  process  which  takes  into  account  such  factors  as 
learning  category  and  guideline,  media  cnaracteristics.  training  setting  criteria,  and  costs. 
Instructional  management  plans  are  developed  to  allocate  and  manage  all  resources  for 
conducting  instruction.  Instructional  materials  are  selected  or  developed  and  tried  out.  When 
materials  have  been  validated  on  the  basis  of  empirical  data  obtained  from  groups  of  typical 
students,  the  course  is  ready  for  implementation. 


Staff  training  is  required  for  the  implementation  o<  the  instructional  management  plan  and  the 
PHASE  IV  instruction.  Some  key  personnel  must  be  trained  to  be  managers  in  the  specified  management 
|aaq|  p,<n'  Th*  mstructional  staff  must  be  trained  to  conduct  the  instruction  and  collect  evaluative  a 

IIVIr'L.ClVIUN  I  data  on  all  of  the  instructional  components.  At  the  completion  of  each  instructional  cycle, 
management  staff  should  be  able  to  use  the  collected  information  to  improve  the  instructional 
system. 
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PHASE  V 

CONTROL 


Evaluation  and  -evision  of  instruction  are  carried  out  by  personnel  who  preferably  are  neither 
the  instructional  designers  nor  the  managers  of  the  course  under  study.  The  first  activity 
(internal  evaluation)  is  the  analysis  of  learner  performance  in  the  course  to  determine  instances 
of  deficient  or  irrelevant  instruction.  The  evaluation  team  then  suggests  solutions  for  the 
problems.  In  the  external  evaluation,  personnel  assess  job  task  performance  on  the  job  to 
determine  the  actual  performance  of  course  graduates  and  other  job  incumbents.  All  collected 
data,  internal  and  external,  can  be  used  as  Quality  control  on  instruction  and  at  input  to  any 
phaaa  of  the  system  for  revision. 
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Table  2 


PHASE  I 


PHASE  II 


PHASE  III 


PHASE  IV 


PHASE  V 


ISD  BLOCKS  IN  EACH  OF  THE  FIVE  ISD  PHASES 


THE  BLOCKS  IN  EACH  PHASE  ARE: 
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Table  3 


OUTCOMES  OF  ISO  BLOCKS 

THE  OUTCOMES  OF  THE  BLOCKS  ARE 

.1  ...  a  list  of  tadcs  performed  in  a  particular  job. 

.2. .  •  a  list  of  tasks  selected  for  training. 

.3. . .  a  job  performance  measure  for  each  task  selected  for  instruction. 

.4. . .  an  analysis  of  the  job  analysis,  task  selection,  and  performance  measure 
construction  for  any  existing  instruction  to  determine  if  these  courses  are 
usable  in  whole  or  in  part 

.5. .  ■  selection  of  the  instructional  setting  for  task  selected  for  instruction. 


.1  . . .  a  learning  objective  for  and  a  learning  analysis  of  each  task  selected  for 
instruction. 

.2  . . .  test  items  to  measure  each  learning  objective. 

.3.  .  .  a  test  of  entry  behaviors  to  see  if  the  original  assumptions  were  correct. 

.4, .  .  the  sequencing  of  all  dependent  tasks. 

.1  .  .  .  the  classification  of  learning  objectives  by  learning  category  and  the 
identification  of  appropriate  learning  guidelines. 

.2...  the  media  selections  for  instructional  development  and  the  instructional 
management  plan  for  conducting  the  instruction. 

.3.  .  .  the  analysis  of  packages  of  any  existing  instruction  that  meets  the  given 
learning  objectives. 

.4...  the  development  of  instruction  for  all  learning  objectives  where  existing 
materials  are  not  available. 

.5.  .  .  field  tested  and  revised  instructional  materials. 

.1  .  . .  documents  containing  information  on  time,  space,  student  and  instructional 
resources,  and  staff  trained  to  conduct  the  instruction. 

.2  - .  .  a  completed  cycle  of  instruction  with  information  needed  to  improve  it  for 
the  succeeding  cycle. 


.1 .  .  .  data  on  instructional  effectiveness. 

.2  .  .  data  on  job  performance  in  the  field. 

.3  .  instructional  system  revised  on  basis  of  empirical  data. 
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WHAT  SOURCES  OF  INFORMATION  WERE  USED  IN  THE 
DEVELOPMENT  OF  JOB  AIDS? 

•  Job  Aids  are  not  just  a  re-hash  of  TRADOC  Pamphlet  350-30.  We  use  the 
same  classification  system  for  ISD  phases  and  the  blocks  within  the  phases 

as  does  the  TRADOC  Pamphlet.  However,  the  guidance  and  information  provided 
in  the  Job  Aids  come  from  a  variety  of  sources,  the  TRADOC  Pamphlet  being 
only  one  such  source.  We  have  gathered  information  from  any  source  that  we 
could  locate.  If  the  information  was  judged  to  be  good  it  was  included  in  the 
Job  Aids.  In  some  instances  the  information  in  the  Job  Aid  is  based  solely  on  the 
educational  technology  experience  of  the  project  staff. 

•  It  is  not  within  the  scope  of  this  Introduction  to  list  all  sources  of  information 
examined  or  used  in  the  development  of  the  Job  Aids.  However,  in  addition 
to  TRADOC  Pamphlet  350-30  examples  of  other  sources  of  information  would 
include  the  following  types: 

—  TRADOC  Circulars 

—  DA  Pamphlets 

—  Printed  Guidance  prepared  by  TRADOC  Schools  (e.g.,  U.S.  Army 
Signal  Center) 

—  Army  Research  Institute  Documents 
—  HumRRO  publications 
—  Other  military  and  civilian  agencies 
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WHAT  JOB  A TVS  ARE  PRESENTLY  AVAILABLE  AND  WHAT  VO 
THEY  CONSIST  OF? 

•  There  are  thirteen  Job  Aids  presently  available.  Each  Job  Aid  is  comprised 
of  two  documents.  A  brief  description  of  each  is  provided  below:  (A 
complete  description  of  how  to  use  each  is  given  on  the  pages  that  follow.) 

—  Descriptive  Authoring  Flowcharts.  The  Descriptive  Authoring  Flowcharts  (usually 
referred  to  as  Flowchart  Manuals)  are  the  primary  documents  used  in  the 
Job  Aids.  They  direct  the  user  to  specific  guidance,  examples  and  references 
provided  in  the  Job  Aid  Manuals. 

—  Job  Aid  Manuals.  As  stated  above,  the  Job  Aid  Manuals  provide  the  specific 
guidance,  examples  and  references  necessary  to  produce  the  product  specified 
by  the  ISD  Block  they  cover.  In  addition,  each  Job  Aid  Manual  contains  one 
or  more  Worksheets  to  use  in  the  development  of  the  product. 

•  Another  important  part  of  the  Job  Aids  package  is  of  course  the  document 
you  are  presently  reading,  Introduction  to  the  Use  of  Job  Aids  and  Job 
Aid  Resource  Manual. 

•  The  specific  Job  Aids  available  are:  (Flowchart  Manual  and  Job  Aids  Manual 
for  each). 

—  Job  Aid  for  Selecting  Tasks  for  Training  (ISD  1.2) 

—  Job  Aid  for  Conducting  Task  Analysis  (ISD  1.3) 

—  Job  Aid  for  Analyzing  Existing  Courses  (ISD  1.4) 

—  Job  Aid  for  Selecting  Instructional  Settings  (ISD  1.5) 

—  Job  Aid  for  Developing  Objectives  (ISD  II.  1) 

—  Job  Aid  for  Developing  Tests  (ISD  II.2) 

—  Job  Aid  for  Describing  Entry  Behavior  (ISD  II. 3) 

—  Job  Aid  for  Determining  Sequence  and  Structure  (ISD  II. 4) 

—  Job  Aid  for  Specifying  Learning  Events  and  Activities  (ISD  III.l) 

—  Job  Aid  for  Specifying  Instructional  Management  Plan  and  Delivery 
System  (ISD  UI.2) 

—  Job  Aid  for  Review  and  Selection  of  Existing  Materials  (ISD  III.3) 

*  —  Job  Aid  for  Developing  Instruction  (ISD  III.4) 

—  Job  Aid  for  Validating  Instruction  (ISD  IU.5) 
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WHAT  ARE  THE  MAW  PARTS  OF  THE  FLOWCHART  MANUAL? 

•  Scan  through  a  few  pages  of  your  Flowchart  Manual.  Observe  the  following: 
—  Flowchart  symbols  used 

—  Instructions  or  questions  within  the  flowchart  symbols 
—  Supplemental  information  opposite  most  of  the  flowchart  symbols 
—  Flowchart  block  and  page  numbering  system 

•  For  a  complete  description  of  each  of  the  main  parts  of  the  Flowchart  Manual 
see  the  pages  that  follow. 


WHAT  FLOWCHART  SYMBOLS  ARE  USEV  IN  THE  FLOWCHART  MANUAL? 


—  Only  five  symbols  are  used  in  the  Flowchart  Manual.  These  symbols  and  the 
instructions  within  them  act  as  a  road  map  to  lead  you  step-by-step  through 
the  process  of  developing  your  particular  product.  We  believe  that  after  you 
have  gotten  used  to  using  the  Flowchart  Manual  you  will  find  it  a  very  useful 
control  document.  The  five  symbols  used  are  as  follows: 


Start-Stop  Symbol  —  Indicates  either  the  start  or  stop 
of  the  activities  called  for  in  the 
Flowchart  Manual. 


Decision  Symbol  —  Indicates  that  you  must  make  a 
decision  at  this  point  which  will 
determine  the  path  that  you  take 
thru  the  Flowchart  Manual. 


Manual  Symbol  —  Indicates  that  you  are  to  refer  to 
the  Job  Aid  Manual  for  specific 
additional  guidance  or  instruction 
shown  in  the  symbol. 


Rectangle  Symbol  —  Indicates  an  activity  that  must  be 
performed  but  does  not  require 
specific  additional  guidance  or 
instruction  in  the  Job  Aid  Manual. 
(In  some  cases  the  user  is  given 
the  option  of  going  to  the  Job 
Aid  Manual  to  see  a  completed 
example  of  the  activity  called  for 
in  the  rectangle  symbol). 


Go  To  Symbol  —  Indicates  a  branch  to  some  other 
flowchart  block.  The  branch  will 
either  be  to  a  previously  encountered 
block  or  will  jump  you  over  blocks 
that  can  be  omitted. 


WHAT  INSTRUCTION  IS  PR0V1VEV  WITHIN  THE  FLOWCHART 
SYMBOLS? 

•  Each  flowchart  symbol  except  the  Decision  Symbol  contains  a  brief  statement 
of  the  activity  that  you  are  to  perform.  If  this  activity  requires  the  completion 
of  part  of  a  Worksheet  the  specific  part  of  the  Worksheet  will  be  identified 
(remember,  each  Job  Aid  includes  one  or  more  Worksheets).  Decision  blocks 
always  contain  a  question  that  can  be  answered  with  a  yes  or  no  answer.  The 
branch  you  take  after  the  decision  block  will  depend  upon  your  answer. 


WHAT  IS  THE  PURPOSE  OF  THE  SUPPLEMENTAL  INFORMATION 
PROVIVEV  IN  THE  FLOWCHART  MANUAL? 

•  The  supplemental  information  that  is  located  beside  most  of  the  flowchart  symbols 

serves  the  following  purposes: 

—  Provides  a  more  complete  description  of  the  steps  or  activities  that  must  be 
performed  in  the  ISD  Block  you  are  working  in  than  does  the  flowchart  itself. 

—  Refers  you  to  specific  pages  within  the  Job  Aid  Manual  for  specific  guidance, 
examples  and  references  needed  for  completing  the  activity  called  for  in  the 
flowchart  block.  (This  is  associated  with  the  Manual  symbol.) 

—  For  some  flowchart  blocks  (rectangle  symbol)  examples  of  the  completed  activity 
are  shown  in  the  Job  Aid  Manual.  The  supplemental  information  indicates  the 
specific  page  in  the  Job  Aid  Manual  containing  the  example.  However,  the  user 
has  the  option  of  going  to  the  Job  Aid  Manual  to  see  the  example.  (The  Manual 
symbol,  on  the  other  hand,  requires  the  user  to  go  to  the  Job  Aid  Manual.) 

—  Acts  as  an  executive  summary  which  will  allow  commanders  and  supervisors  to 
obtain  a  picture  of  the  activities  required  by  the  Job  Aid  without  reading  the 
entire  Job  Aid  Manual. 


WHAT  IS  THE  FLOWCHART  BLOCK  ANV  PAGE  NUMBERING  SYSTEM? 

•  The  flowchart  block  and  page  numbering  system  is  as  follows: 

—  Flowchart  blocks  are  numbered  so  that  they  can  be  easily  referred  to. 

—  The  page  numbers  in  each  of  the  13  Flowchart  Manuals  are  preceded  by  an 
identifying  letter  unique  to  a  specific  ISD  Block.  (E.g.,  The  Flowchart  Manual 
pages  for  ISD  Block  1.2  go  from  A-l  to  A-15  whereas  for  ISD  Block  1.3  the 
Flowchart  Manual  pages  go  from  B-l  to  B-15.)  This  same  page  numbering  system 
is  also  used  in  the  Job  Aid  Manuals. 
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HOW  VO  I  USE  THE  JOB  AIV  MANUAL  AND  WHAT  ARE  THE 
MAIN  PARTS  OP  IT? 

•  It  is  unlikely  that  you  will  need  to  refer  to  every  page  in  the  Job  Aid  Manual. 

As  previously  stated,  the  Job  Aid  Manuals  are  used  as  supplements  to  the  Flow¬ 
chart  Manuals  that  direct  you  to  specific  pages  within  the  Job  Aid  Manuals. 

Therefore,  DO  NOT  ATTEMPT  TO  USE  THE  JOB  AID  MANUALS  INDEPENDENTLY 
OF  THE  FLOWCHART  MANUALS. 

•  Scan  through  a  few  pages  of  your  Job  Aid  Manual.  Observe  the  following: 

—  Partial  flowcharts  shown  at  the  top  of  pages 

—  Questions  written  in  script  that  appear  on  most  pages 
—  Completed,  or  partially  completed  examples  of  Worksheets 


WHAT  IS  THE  PURPOSE  OF  THE  PARTIAL  FLOWCHARTS  AT  THE 
TOP  OF  SOME  PAGES  OF  THE  JOB  AIV  MANUAL? 

•  When  you  are  referred  to  the  Job  Aid  Manual  you  will  find  a  partial  flowchart  at 
the  top  of  the  Job  Aid  Manual  page.  Y ou  are  to  remain  working  with  the  Job 
Aid  Manual  until  you  come  to  another  partial  flowchart.  Then  return  to  the 
Flowchart  Manual. 


•  The  partial  flowcharts  are  identical  to  those  shown  in  the  Flowchart  Manual. 
They  serve  as  an  additional  reminder  of  the  activity  being  dealt  with  at  the 
moment. 


WHA T  IS  THE  PURPOSE  OF  THE  QUESTIONS  WRITTEN  IN  SCRIPT 
THAT  APPEAR  ON  SOME  PAGES  OF  THE  JOB  A IV  MANUAL? 


•  The  questions  written  in  script  are  our  way  of  telling  you  what  follows.  They 
highlight  such  things  as: 

—  The  purpose  of  performing  a  certain  activity 

—  How  the  activity  is  performed 

—  What  sources  are  available  for  performing  the  activity  and  how  good  they  are 
—  What  the  Worksheet  looks  like  after  the  activity  is  performed 

WHAT  IS  THE  PURPOSE  OF  THE  COMPLETEV  OR  PARTIALLY 
COMPLETEV  EXAMPLES  OF  WORKSHEETS? 


•  As  previously  stated,  every  Job  Aid  Manual  uses  one  or  more  Worksheets 
(located  in  a  pocket  at  the  back  of  the  Manual).  The  Worksheets  permit  you  to 
produce  (and  document)  the  product  called  for  in  the  ISD  Block. 

•  Whenever  you  are  required  to  make  an  entry  on  a  Worksheet  an  example  of  that 
type  of  entry  will  be  shown  in  the  Job  Aid  Manual  and  will  usually  be  circled  so 
as  to  make  it  stand  out.  It  is  hoped  that  these  examples  will  give  you  a  clear  idea 
of  what  is  required  on  the  Worksheet. 


WHAT  VOES  THIS  ALL  MEAN  A NV  WHAT  VO  1  VO  NOW? 

•  In  this  Introduction  we  have  attempted  to  explain  the  following: 

—  What  Job  Aids  are 

—  The  classification  system  (ISD  Phases  and  Blocks)  used  in  the  Job  Aids 
—  Sources  of  information  used  in  the  development  of  Job  Aids 
—  Job  Aids  presently  available 
—  A  description  of  Flowchart  Manuals 
—  A  description  of  Job  Aid  Manuals 

•  If  you  feel  that  you  have  an  adequate  understanding  of  the  above,  return  to  the 
Flowchart  Manual  now.  Y ou  will  be  referred  to  specific  pages  in  the  Resource 
Manual  (the  remainder  of  this  document)  as  you  need  the  information  contained 
in  them.  Do  not  attempt  to  read  the  Resource  Manual  now. 


RETURN  TO  THE  FLOWCHART  MANUAL  NOW 


JOB  AIDS  RESOURCE  MANUAL 


HOW  CAN  THE  RESOURCE  MANUAL  HELP  ME? 

The  purpose  of  this  resource  manual  is  to  assist  you  in  the  formation  of  a  data- 
based  system  for  decision  making  in  the  Analysis  Phase  of  the  Instructional  Systems 
Development  (ISD).  In  order  to  make  logical  and  objective  decisions  based  on  conditions 
and  needs  in  the  field,  you  must  collect,  organize,  analyze,  and  document  job  significant 
data  (information).  Such  data  includes  many  specifics  under  the  broad  categories  of 
job  background  data,  target  population  data,  and  critical  task  data.  The  specifications 
of  specific  data  requirements  and  sources  of  this  data  should  be  part  of  the  overall 
Job  Analysis  Plan. 


* 
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WHAT  ARE  SOME  SOURCES  OF  JOB  SIGNIFICANT  VATA? 

There  are  many  sources  of  data  to  support  a  job  analysis. 

These  sources  include  such  things  as: 

•  Technical  Manuals 

•  Field  Manuals 

•  Army  Regulations 

•  Circulars  and  Phamplets 

•  Programs  of  Instruction 

•  Soldier’s  Manuals 

•  Previous  Task  Lists 

•  Documentation  from  the  Systems  Engineering  Era 

•  Reports  from  outside  agencies,  i.e..  Army  Research  Institute,  HumRRO, 
and  other  military  and  civilian  research  organizations 

•  Internal  Research  Reports 

•  Tables  of  Organization  and  Equipment  and  Tables  of  Distribution  and 
Allowances 

•  Civilian  Publications  (technical  journals  and  professional  publications) 

•  Equipment  Modification  Work  Orders 

•  CODAP  (Comprehensive  Occupational  Data  Analysis  Programs) 

•  Field  Surveys 

•  Panels  of  Experts 


WHICH  SOURCES  OF  VATA  ARE  I NCLUVEV  IN  THE  RESOURCE 
MANUAL? 

Each  of  the  sources  listed  is  useful  for  fulfilling  specific  needs  in  the  Analysis  Phase 
of  ISD.  The  Job  Analysis  Plan  should  specify  exactly  which  items  of  data  will  be  needed 
and  the  recommended  source(s)  for  each  item.  In  this  way  all  the  data  can  be  accessed  and 
ready  for  use  as  soon  as  it  is  needed.  The  last  three  sources  on  the  list,  CODAP,  Field 
Surveys,  and  Consensus  Groups  or  Panels,  are  frequently  cited  in  the  Job  Aids  for 
specific  items  of  information.  How  to  use  these  sources  is  the  subject  of  this  manual. 
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CODAP 
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(iJHAT  IS  COVAP? 


To  provide  personnel  managers  and  training  managers  with  the  reliable  job  data 
needed  for  job  and  task  analysis,  the  Deputy  Chief  of  Staff  for  Personnel  has  selected  the 
occupational  survey  questionnaire  for  data  collection  and  CODAP  (Comprehensive 
Occupational  Data  Analysis  Programs)  as  the  system  for  processing,  reporting,  and  anal¬ 
yzing  this  data.  The  combination  of  questionnaire  and  CODAP  is  currently  being  used  by 
all  the  U.S.  Armed  Forces  to  support  their  occupational  survey  and  job  analysis  efforts. 
This  automated  data  system  provides  information  in  such  areas  as:  duties  and  tasks 
performed  by  job  and  duty  incumbents;  types  of  equipment,  tools,  and  vehicles  used 
and  maintained;  special  skills  and  knowledge  which  must  be  met  by  job  incumbents; 
quality  and  quantity  of  training  received  or  required;  physical  and  mental  demands;  and 
special  items  pertaining  to  personal  and  job  background  information,  work  environment, 
and  job  satisfaction. 
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ft IHEN  SHOULD  COVAP  REPORTS  BE  USED? 


Whenever  data  has  already  been  prepared  by  CODAP  it  should  be  used  in  preference 
to  school  conducted  surveys  in  order  to  prevent  duplication  of  effort.  CCDAP  has  the 
capability  of  supplying  all  your  data  needs.  It  is  the  responsibility  of  each  Army  service 
school  to  initially  provide  the  Army  Occupational  Survey  Program  with  the  input  it  must 
have  to  supply  your  job  analysis  needs,  and  also  to  develop  a  job  analysis  plan  which 
allows  sufficient  time  to  access  the  necessary  data. 

Of  particular  use  in  job  analysis  are  Group  Summary  Reports.  The  Job  Aids 
suggest  that  you  obtain  these  reports  for  documenting  such  information  as:  tasks 
performed  in  each  duty  position  (ask  for  GPSUM6  report  for  your  MOS),  and  percentage 
of  soldiers  in  the  skill  level  performing  each  task  (ask  for  GPSUM  2).*  Given  sufficient 
lead  time  CODAP  can  also  make  up  special  reports  to  provide  ratings  on  task  selection 
factors  such  as,  time  to  train  OJE,  consequences  of  inadequate  performance,  and  proba¬ 
bility  of  emergency  performance  (ask  for  FACSUM  report). 


HOW  ARE  COVAP  REPORTS  OBTAWEV? 

In  order  to  obtain  CODAP  data  you  should  first  check  with  your  supervisor  to  see  if 
the  information  you  need  has  already  been  accessed.  If  it  has  not,  write  to: 

Commander 

US  Army  Military  Personnel  Center 
ATTN:  DAPC-MSP-D 
2641  Eisenhower  Avenue 
Alexandria,  VA  22311 

or  call: 

325-9272/9493  (AUTOVON  221-9272/9493). 

Allow  at  least  three  weeks  for  the  reports  to  arrive  at  your  school.  The  necessary 
lead  time  could  be  much  longer  if  you  are  requesting  special  information  which  CODAP 
has  not  yet  collected.  It  is  recommended  that  you  obtain  the  two  official  guides  from 
MILPERCEN:  the  US  Army  Military  Occupational  Data  Bank,  and  the  US  Army  Occupa¬ 
tional  Survey  Program. 


*K««p  in  mind  that  these  percentages  are  based  on  the  peacetime  conditions  in  which  soldiers  are 
presently  being  surveyed.  Adjustments  should  be  made  for  combat  tasks. 

j 
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WHAT  IS  A  FORMAL  F1ELV  SURVEY? 


A  formal  field  survey  is  similar  to  the  type  of  questionnaire  survey  conducted  by 
the  Army  Occupational  Survey  Program,  only  it  is  conducted  by  instructional  development 
personnel  within  an  Army  service  school. 

The  use  of  questionnaires  permits  the  job  analysis  team  to  make  limited  contact  with 
large  numbers  of  personnel;  thus  large  amounts  of  information  can  be  collected  at  a  rela¬ 
tively  low  cost.  Questionnaires  can  be  mailed  to  personnel  who  are  asked  to  complete 
and  return  them,  or  they  can  be  administered  to  groups  of  job  incumbents  and/or  super¬ 
visors  by  local  personnel  who  have  the  responsibility  and  authority  to  make  sure  all 
questionnaires  are  completed  and  returned. 


WHEW  SHOULD  FORMAL  FIELD  SURVEYS  BE  USED? 

Whenever  time  does  not  allow  you  to  access  information  from  the  Army  Occupa¬ 
tional  Survey  Program,  an  alternate  data  collection  method  may  be  used.  Formal  field 
surveys  are  suggested  as  an  alternate  data  source  in  the  ISD  Job  Aids.  Should  you  decide 
to  conduct  a  formal  field  survey  be  sure  to  obtain  permission  from  MILPERCEN  in 
accordance  with  the  guidelines  in  AR  600-46. 
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HOU  IS  A  FIELD  SURVEY  QUESTIONNAIRE  DESIGNED ? 


•  Types  of  Questionnaires 

There  are  two  types  of  questionnaires,  the  closed  form  and  the  open  form.  We 
suggest  using  the  closed  form,  which  contains  a  'list  of  possible  items  to  be  selected  or 
blanks  to  be  filled  in  with  words  or  numbers.  (For  an  example  of  a  closed  form  ques¬ 
tionnaire,  see  Appendix  A.)  This  form  has  several  advantages  over  the  other  alternative, 
the  open  form.  It  is  likely  to  take  a  minimum  amount  of  time  to  fill  out,  thus  increasing 
the  chances  that  it  will  be  completed  and  returned.  The  process  of  tabulating  and  sum¬ 
marizing  responses  is  simpler  and  less  time  consuming  than  with  an  open  form  questionnaire. 
Machine  tabulation  and  computer  analysis  of  the  completed  forms  are  practical  when  a 
large  number  of  questionnaires  is  used. 

A  properly  designed  closed  form  questionnaire  is  difficult  to  prepare.  The  designer 
must  be  sure  to  include  all  possible  responses  expected  from  any  of  the  soldiers  who 
will  complete  the  questionnaire.  The  items  must  be  constructed  on  the  form  so  that 
they  clearly  communicate  to  the  user  exactly  what  the  designer  is  trying  to  ask.  The 
greatest  single  problem  with  research  methods  is  improperly  worded  questionnaires,  as  they 
produce  faulty  data.  If  you  intend  to  design  your  own  questionnaires  we  suggest  consult¬ 
ing  the  following  guides: 

Morsh,  J.E.  and  Archer,  W.B.  Procedural  guide  for  conducting  occupational 
surveys  in  the  United  States  Air  Force  (PRL-TR-67-11).  Lackland  Air 
Force  Base,  Texas:  Personnel  Research  Laboratory,  Aerospace  Medical 
Division,  Air  Force  Systems  Command,  September  1967. 

Jacobs,  T.O.  Developing  questionnaire  items:  how  to  do  it  well.  Human 
Resources  Research  Organization  (HumRRO),  300  North  Washington  Street, 
Alexandria,  Virginia  22314. 


WHAT  SHOULV  BE  INCLUDED  ON  THE  QUESTIONNAIRE? 

The  details  of  the  forms  you  use  will  be  determined  by: 

1.  how  you  will  tabulate  and  summarize  the  results,  and 

2.  what  information  you  wish  to  collect. 

How  you  will  tabulate  and  summarize  results  will  be  determined  by  whether  you 
have  available  a  computer  and  other  automated  data  handling  equipment  and  by  the 
number  of  people  surveyed.  To  determine  what  information  you  wish  to  collect,  you 
should  consider  the  total  data  requirement  for  the  training  development  process.  These 
data  requirements  should  be  predetermined  in  the  job  analysis  plan  so  that  as  much  infor¬ 
mation  as  possible  can  be  obtained  in  a  single  questionnaire  survey  effort. 

One  note  of  caution  about  the  design  of  your  questionnaire  is  that  you  should  keep 
the  questionnaire  as  short  as  practical.  In  general,  the  forms  should  be  designed  so  they 
can  be  completed  in  two  hours  or  less.  One  way  you  can  save  time  on  a  complex 
task  inventory  is  to  list  all  tasks  under  their  appropriate  duty  position  title.  This 
will  permit  the  soldier  to  rapidly  scan  groups  of  tasks  not  performed  and  then  pro¬ 
ceed  to  the  next  duty  position. 


WHAT  TYPE  OF  INSTRUCTIONS  FOR  COMPLETING  ANV 
ADMINISTERING  THE  QUESTIONNAIRES  SHOULV  BE  PREPARED? 

After  the  formal  field  survey  questionnaires  have  been  written,  the  instructions  for 
completing  and  administering  the  questionnaires  should  be  prepared.  These  instructions 
should  include: 

•  For  the  user  —  an  introduction  explaining  the  purpose  and 

importance  of  participating  in  the  field  survey. 

—  general  instructions  explaining  how  the  questionnaire 
is  to  be  completed. 

•  For  the  project  officer  —  general  instructions  regarding  responsibilities. 

(When  questionnaire  is  —  specific  instructions  for  administering  the  ques- 
not  self-administered)  tionnaire  in  a  controlled  environment. 

For  examples  of  these  types  of  instructions,  see  Appendix  B. 


HOU  IS  A  SURVEY  SAMPLE  SELECTEV? 


You  are  now  ready  to  select  organizations  and  individuals  to  provide  you  with  the 
needed  job  data.  The  complexity  of  the  MOS,  the  availability  and  quality  of  published 
sources  of  job  information,  and  the  number  of  people  in  the  particular  job  will  determine 
how  much  and  what  kinds  of  information  you  need  to  collect.  This  will  strongly 
influence  the  make-up  and  size  of  your  sample.  If  the  complexity  and  amount  of  required 
data  are  great,  the  number  of  organizations  and  individuals  interviewed  will  increase.  As 
a  general  rule,  your  survey  sample  should  be  as  large  as  possible.  This  is  particularly  true 
if  you  do  not  have  personnel  available  with  the  responsibility  and  authority  to  assure  that 
most  of  your  questionnaires  will  be  completed.  You  should  make  an  attempt  to  obtain  a 
sample  that  represents  the  distribution  of  individuals  in  the  MOS  according  to  command 
and  skill  level.  Review  of  personnel  records,  either  by  personnel  employees,  members  of 
your  job  analysis  team,  or  your  field  representatives  who  will  conduct  the  survey  will  be 
required  to  obtain  data  upon  which  to  base  choices  for  your  survey. 

•  In  selecting  UNITS  for  sampling,  you  should  select  units  that: 

1.  have  at  least  a  small  number  of  job  holders  and  supervisors  who  do  the 
particular  job  to  be  analyzed.  Preferably,  you  should  choose  some  units 
that  have  a  relatively  small  number  of  job  holders,  and  some  that  have 
large  numbers. 

2.  are  geographically  and  environmentally  representative. 

•  In  selecting  INDIVIDUALS  within  the  units,  you  should  select  a  group  made  up 
of  individuals  who: 

1.  perform  and  supervise  the  job  being  analyzed 

2.  perform  with  average  satisfactory  proficiency 

3.  are  representative  in  terms  of  length  of  time  on  the  job 

4.  are  representative  in  terms  of  training. 

For  certain  types  of  information  you  will  also  want  to  choose  at  least  a  few  job  holders  or 
supervisors  who  are  acknowledged  experts  at  the  job. 
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HOUI  IS  A  QUESTIONNAIRE  SURVEY  CONVUCTEV? 


•  Trial  Run  (Validation  of  Instruments) 

Before  sending  out  the  total  number  of  questionnaires  you  intend  using,  you  may 
wish  to  send  out  a  small  number.  This  will  permit  you  to  check  the  initial  results  and 
possibly  make  some  changes  in  your  questionnaires  or  instructions.  Then  you  will  send 
out  what  you  hope  will  be  the  total  number  of  questionnaires  required. 


•  Group  Administration 

The  ideal  way  to  administer  questionnaires  is  group  administration.  Where  the 
local  responsible  official  and  his  assistants  schedule  the  administration  he  should  do 
the  following: 

—  Make  certain  that  only  eligible  individuals  are  seated  in  the  administration  area 
—  Read  the  administrative  instructions 

—  Provide  any  necessary  assistance  in  completing  the  questionnaires 
—  Return  the  completed  questionnaires  to  the  school 


•  Individual  Administration 

Often,  particularly  with  individuals  at  remote  stations,  group  administration  is 
impractical.  In  these  cases,  it  is  sometimes  effective  to  send  the  questionnaires  to  a 
responsible  officer  and  request  that  they  be  returned  by  a  reasonable  suspense  date. 
Careful  attention  should  be  paid  to  the  instructions  for  administration  or  self¬ 
administration.  If  your  command  has  no  authority  to  require  that  a  suspense  date 
be  met,  then  you  must  either  obtain  the  concurrence  of  a  command  with  that 
authority,  or  be  willing  to  accept  a  reduced  percentage  return. 


•  Return  of  Questionnaires 

How  much  confidence  can  you  have  in  the  validity  of  your  questionnaire  if  you 
get  less  than  a  100  percent  return?  Less  and  less  confidence  can  be  expected  with  each 
reduction  in  the  percentage  returned.  What  can  you  do  if  you  are  not  satisfied  with  the 
percentage  of  returns  of  the  questionnaires?  We  suggest  you  try  the  following: 

1)  Send  out  more  forms  to  different  people  and  hope  for  better  results. 

2)  Recontact  some  of  the  first  sample  and  try  to  encourage  them  to  return 
the  questionnaires. 

3)  Visit  a  random  sample  of  those  who  did  not  respond  and  compare  their 
forced  responses  with  the  voluntary  responses.  Then  you  and  your  super-  • 
visors  will  have  to  decide  how  much  chance  you  are  willing  to  take  that 
the  data  you  have  received  presents  a  sufficiently  accurate  picture  of  the 
job  as  it  really  exists. 
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WHAT  IS  A  PANEL  OP  EXPERTS? 

With  this  method  a  group  of  personnel,  selected  for  their  experience  and  knowledge 
of  the  job,  is  brought  together  to  confer  about  the  required  job  analysis  data.  Panels  may 
be  made  up  of  one  or  more  of  the  following  types  of  members: 

1)  Subject  Matter  Experts  (SMEs) 

These  are  personnel  found  at  your  school  who  are  acknowledged  experts 
in  the  tasks,  duty  positions  or  MOS  you  are  analyzing.  They  may  be 
found  among  instructors  or  ISD  personnel  who  hold  the  MOS.  SMEs 
may  or  may  not  have  had  recent  field  experience. 

2)  Job  Incumbents 

This  group  includes  those  who  are  presently  holding  the  jobs/performing 
the  tasks/  you  are  interested  in,  or  who  have  recently  held  the  jobs.  The 
more  recent  the  better.  More  than  three  years  away  from  the  field  would 
disqualify  a  potential  panel  member. 

3)  Job  Supervisors 

This  group  includes  those  who  are  presently  or  have  recently  (within  the 
past  three  years)  supervised  soldiers  in  the  jobs/tasks  you  are  interested  in. 

Job  incumbents  and  job  supervisors  may  be  found  on  the  post  where  your  school  is 
located  or  at  other  locations.  Check  the  TOEs  and  TOAs  to  find  out  where  personnel 
may  be  assigned.  While  personnel  assigned  to  your  post  are  most  conveniently  assembled, 
they  may  not  be  completely  representative  of  job  incumbents/supervisors  serving  in  other 
locations.  Also,  they  probably  have  been  heavily  burdened  by  school  surveys,  panels,  etc., 
already  due  to  their  proximity  to  the  school.  Therefore,  personnel  from  other  locations 
may  have  to  be  used. 
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WHEW  IS  A  PANEL  USEV ? 


Panels  of  experts  are  a  good  alternate  data  source  when: 

—  CODAP  is  not  available 

—  time  and  funds  are  inadequate  for  conducting  a  field  survey 

—  the  type  of  information  required  can  be  reliably  provided  by  a  small  group 


WEN  ARE  SUBJECT  MATTER  EXPERTS  USEV? 

With  this  method,  a  group  of  highly  experienced  personnel  is  brought  together  to 
record  and  organize  the  required  job  analysis  data.  This  method  is  particularly  useful  in 
collecting  job  data  on  new  jobs  or  on  managerial  and  supervisory  jobs  where  many  of 
the  most  critical  behaviors  are  not  directly  observable.  Since  the  members  of  a  panel  of 
SMEs  are  experts  in  the  MOS  being  analyzed,  their  collective  effort  should  be  decisions 
about  the  requirements  of  the  job.  In  general,  their  greatest  effectiveness  is  in  evaluating 
and  making  decisions  about  job  data  that  have  been  collected  from  other  sources  by 
other  means. 


WEN  ARE  RECENT  JOB  INCUMBENTS  ANV/OR  SUPERVISORS  USEV? 

With  this  method,  a  group  of  job  incumbents,  job  supervisors,  or  a  combination  of 
these,  is  brought  together  to  provide  information  about  their  jobs.  The  primary  function 
of  this  type  of  panel  is  to  provide  information  about  their  jobs,  not  to  make  decisions. 
Another  name  for  this  type  of  panel  is  Consensus  Group. 


HOW  IS  A  PANEL  ASSEMBLEV? 

The  panel  is  a  relatively  inexpensive  and  easy  approach  to  collecting  data.  Three  to 
seven  persons  is  the  number  recommended  to  make  up  the  panel.  Whenever  possible,  you 
want  panel  members  to  be  representative  of  different  locations  and  types  of  units  in  the 
field.  While  many  experts  may  be  available  within  your  school  it  is  critical  that  their 
views  be  balanced  by  those  of  persons  serving  presently  or  recently  in  the  field.  If  all  of 
the  panel  members  come  from  schools,  there  may  be  a  tendency  for  the  outcome  to  reflect 
what  exists  in  training  rather  than  what  actually  exists  on  the  job. 
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Appendix  A 

EXAMPLE  OF  A  CLOSED  FORM  QUESTIONNAIRE 


JOB  INVENTORY 

(OUTY  TASK  LIST! 


1  Dwck  IMkl  you  M'lorm  now  t  yr 

2.  Add  j ny  tasks  you  do  now  wfucti  are  not  listed 

3  in  the  "Time  Speni"  cuiumn.  i«ie  cftviktu  \m 


Page  7  of  4«  Pages 


3  in  the  '  nm»  apeni  cuiumfi,  i«te  uttvKiu  »  tasks  or»  tirne  spent  ;n  your  present  job 


Tim*  Spent  Scale 

1  -  VERV  MUCH  BELOW  AVERAGE  4  ABOUT  AVERAGE  7 

?  •  BELOW  AVERAGE  S  -  SLIGMTLV  ABOVE  AVERAGE 

3  -  SLiGmTlt  BELOW  AVERAGE  6  -  ABOVE  AVERAGE 


C  BITTING  ANO  MAINTAINING  LIKE  RAFTS  AND  PRESERVERS 


V  Qmr  p rwmrm 


2.  On  ttfe  rafts 


3.  Condemn  norv^ac 


4  Pit  lif»  pr— mow 


5  inapect  life  p reaar 


6.  fnapeci  life  reft 


7  ingect  life  rafts 


7  VEWY.MUCM  above 
AVERAGE 


TIME  SPENT 
DOING  THESE 
TASKS  IN 
PRESENT  JOB 


l  life  rafts  or  life  pm 


•  Mgact  or  wa*#tt  ta«  carbon  drone*  (COj)  cylinders  or  certndjas 

49 

9.  Make  emrws  on  or  rwtmm  Life  f'asna  Oeu  forms  (AFTO  Form  466) 

X 

10  Make  entries  on  or  men  Ufa  ’reamer  Infection  Date  Record  forms  (AFTO  Form  136) 


1 1 .  Make  swim  on  or  lewem  Ufa  Raft  iwaction  Record  forms  (AFTO  Form  337) 


Make  antriaa  on  or  ram  User  Certification  Utoat  forms  (AFTO  Form  27) 


1 3  Pack  life  prasangrs 


14  Pack  Ufa  raft 


If  Pack  life  rafts 


16.  Perform  tang  anal  taco  of  life  praaartun 


17  Perform  functional  seats  of  (if#  rafts 


16.  Worn  mWetron  teats  of  Ufa  pr— man 


16.  Perform  wftetmn  aai  of  Ufa  rafts 


X.  Parfarm  minor  apan  to  Ufa  pieeanneis  suck  a  pattfunj  rg.  tears,  or  hoiat 


i0,  T  @4^ 


a  «J»W*AhAv.  -  i 
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Appendix  B 


ADMINISTRATIVE  PROCEDURES 
FOR 

CLOSED  FORM  QUESTIONNAIRE 


1.  Introduction  (for  user  of  questionnaire) 

2.  General  Instructions  (for  user  of  questionnaire) 

3.  General  Instructions  (for  project  officer) 

4.  Specific  Instructions  for  Administering  Questionnaire 
(for  project  officer  when  questionnaire  is  administered 
in  a  controlled  environment. 
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TO:  USER  OF  QUESTIONNAIRE 


INTRODUCTION 

TO  THE  NONCOMMISSIONED  OFFICER: 

This  questionnaire  is  part  of  a  field  survey  ‘designed  to  identify  tasks  for  military 
police  training.  Its  specific  purpose  is  to  obtain  from  you,  the  Noncommissioned  Officer, 
information  on  task  criticality  and  frequency  of  performance.  Feedback  gained  from 
this  questionnaire  will  play  a  major  part  in  redesigning  the  Noncommissioned  Officer 
Advanced  Education  System.  The  ultimate  goal  is  to  design  training  so  that  it  reflects 
what  we  have  learned  from  you  in  the  field.  This  goal  is  possible  only  with  your  full 
cooperation.  Consider  each  task  listed  in  this  questionnaire  carefully  and  give  your  best 
response.  Your  contribution  is  essential  to  a  successful  survey. 


TO:  USER  OF  QUESTIONNAIRE 


GENERAL  INSTRUCTIONS 


1.  Complete  this  survey  questionnaire  within  the  time  specified  by  your  unit  project 
officer  and  return  it  to  him  upon  completion. 

2.  Because  instructions  for  completing  each  part  of  this  survey  questionnaire  are 
different,  read  all  instructions  carefully. 

3.  Part  II  requires  that  you  supply  biographical  information.  This  information  will  be 
used  to  correlate  feedback  received  from  the  field.  Print  all  answers  in  the  spaces 
provided  on  the  appropriate  survey  questionnaire  page. 

4.  In  the  upper  right  comer  of  each  page  of  Part  III,  Task  Inventory,  of  this  survey 
questionnaire  is  a  BOOKLET  NUMBER  block.  Immediately  to  the  left  of  this 
block  is  the  individual  booklet  number.  Print  the  individual  booklet  number  in  the 
BOOKLET  NUMBER  block  on  each  page  of  the  Task  Inventory  as  demonstrated  in 
the  example. 


EXAMPLE: 


(000345) 


1 

1 

1 

BOOKLET  NUMBER 

_ 

0 

1 

2 

« 

4 

5 

6 

7 

8 

9 

0 

1 

2 

3 

m 

5 

6 

7 

8 

9 

1 

1 

0 

1 

2 

3 

4 

■ 

6 

7 

8 

9 

5.  Part  III,  Task  Inventory,  is  divided  into  nine  (9)  separate  sections  (Sections  I-IX). 
The  content  of  these  sections  concerns  tasks  you  may  perform  in  your  present  duty 
assignment.  You  are  asked  to  rate  each  task  in  accordance  with  three  criteria  - 
frequency  of  task  performance,  immediacy  of  task  performance,  and  importance  of 
task  to  mission  success. 

Base  all  selections  on  your  experience  in  your  present  duty  assignment. 

a.  Column  A  requires  that  you  rate  how  often  you  perform  each  task  on  a  scale 
from  one  to  four.  The  criterion  for  this  rating  is  the  frequency  of  task  per¬ 
formance.  Those  tasks  performed  most  frequently  will  normally  be  rated  four 
while  those  tasks  not  performed  at  all  will  be  rated  one. 
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b.  Column  B  requires  that  you  determine  how  soon  you  must  be  capable  of  per¬ 
forming  each  task  after  reporting  to  your  present  duty  assignment.  The  cri¬ 
terion  for  this  rating  is  the  immediacy  of  task  performance.  Of  the  four 
possible  responses,  select  the  one  most  nearly  describing  your  requirements. 
Select  response  number  four  for  those  tasks  which  you  must  be  capable  of 
performing  immediately  upon  reporting  for  duty.  Select  response  number  one 
for  those  tasks  which  you  never  perform. 

c.  Column  C  requires  that  you  describe,  in  your  opinion,  how  important  each 
task  is  to  mission  success.  The  criterion  for  this  rating  is  the  importance  of 
the  task  to  the  accomplishment  of  the  unit  mission.  Those  tasks  that,  in 
your  opinion,  are  most  important  to  mission  success  will  be  rated  four  while 
those  tasks  that  you  consider  least  important  will  be  rated  one. 

6.  After  selecting,  enter  your  responses  for  each  task,  using  either  a  pen  or  pencil,  in 
the  answer  portion  adjacent  to  the  appropriate  task  statement  as  demonstrated  in 
the  example. 

EXAMPLE:  The  task  PREPARE  CORRESPONDENCE,  if  rated  as  performed 

FREQUENTLY  in  Column  A,  identified  as  must  be  capable  of  performing 
IMMEDIATELY  in  Column  B,  and  determined  by  you  to  be  MOST 
IMPORTANT  in  Column  C,  would  be  entered  in  the  answer  portion,  as 
shown  below. 


PREPARE  CORRESPONDENCE  123412341234 

□  I 

7.  After  each  section  of  Part  III,  Task  Inventory,  is  a  Write-In  Section.  These  write-in 
sections  are  provided  in  order  that  you  may  comment  on  each  task  inventory  section, 
or  list  any  task(s)  you  think  should  be  included  in  the  Task  Inventory.  These  sections 
also  allow  you  to  comment  on  those  tasks  that  you  find  are  the  most  difficult  for 
you  to  perform. 


TO:  PROJECT  OFFICER 


GENERAL  INSTRUCTIONS  FOR  PROJECT  OFFICER 


1.  General.  The  Military  Police  School  is  currently  involved  in  redesigning  basic 
military  police  training  to  produce  military  policemen  better  equipped  to  perform 
when  they  reach  the  unit.  The  emphasis  is  toward  training  replacements  in  tasks 
actually  being  performed  in  the  field.  The  questionnaires  in  this  packet  are  designed 
to  identify  those  tasks. 

The  care  with  which  you,  the  project  officer,  administer  the  questionnaires  will 
determine  the  accuracy  of  field  feedback  and,  consequently,  the  success  or  failure 
of  this  project. 

2.  Survey  Packet  Contents. 

a.  Questionnaire 

b.  Supervisor  Questionnaire 

c.  Project  Officer  Instructions 

d.  Answer  Sheets  for  Questionnaire 

e.  Pencils  for  use  on  answer  sheets. 

3.  Responsibilities. 

a.  Unit  Commander.  The  unit  commander  is  requested  to  appoint  a  project  officer 
and  to  monitor  administration  of  the  survey. 

b.  Project  Officer.  The  project  officer  is  responsible  for  the  control  and  handling 
of  questionnaires,  for  the  administration  of  the  questionnaires,  and  for  returning 
completed  and  unused  questionnaires  to  the  Military  Police  School. 

c.  Questionnaire  Administrator.  The  project  officer  may  appoint  someone  to 
administer  the  questionnaire,  if  necessary.  Normally,  however,  it  is  recom¬ 
mended  that  the  project  officer  administer  the  questionnaire  himself. 

4.  About  the  Questionnaires. 

a.  Questionnaire.  This  questionnaire  is  designed  to  identify  tasks  being  performed 
by  military  policemen  in  the  field  and  the  frequency  with  which  each  task 

is  performed. 

b.  Supervisor  Questionnaire.  The  supervisor  questionnaire  is  programmed  to  pro¬ 
vide  feedback  on  task  criticality,  probability  of  deficient  performance,  and  the 
frequency  with  which  each  task  is  performed. 


5.  Who  Takes  The  Questionnaire.  The  project  officer  is  responsible  for  selecting 
individuals  to  take  the  questionnaires  (respondents)  within  their  units.  Those 
selected  must  meet  the  requirements  listed  below: 

a.  The  questionnaire  respondent  must: 

(1)  Be  in  an  M.P.  duty  assignment  (actually  performing  M.P.  duties) 

(2)  Have  been  on  the  job  at  least  90  days 

b.  The  respondent  to  the  Supervisor  Questionnaire  must: 

(1)  Command  or  supervise  M.P.  personnel 

(2)  Have  been  in  a  command  or  supervisory  position  in  the  unit  for  90  days. 
(Assign  questionnaires  proportionately  among  officers  and  NCO’s.)  . 

6.  Questionnaire  Administration. 

a.  Questionnaire.  The  questionnaire  will  be  administered  in  a  controlled  environ¬ 
ment.  Persons  participating  in  the  survey  will  be  allowed  two  hours  to  complete 
the  questionnaire  and  will  turn  the  questionnaire  and  answer  sheets  in  to  the 
questionnaire  administrator  prior  to  leaving  the  survey  area.  Individual  question¬ 
naires  and  their  accompanying  answer  sheets  will  be  kept  together. 

See  attached  item  for  the  procedure  to  be  followed  in  administering  the 
questionnaire. 

b.  Supervisor  Questionnaire.  Supervisors  selected  as  respondents  for  this  ques¬ 
tionnaire  will  be  allowed  to  sign  for  the  questionnaire  and  take  it  with  them. 
They  will  complete  the  questionnaire  and  return  it  to  the  project  officer  within 
a  time  frame  he  specifies.  This  time  frame  must  be  compatible  with  the 
suspense  date  to  the  Military  Police  School. 

7.  Questionnaire  Handling.  Questionnaires  and  answer  sheets  become  FOR  OFFICIAL 
USE  ONLY  when  completed.  For  ease  of  accounting,  each  questionnaire  and  its 
accompanying  answer  sheets  are  numbered.  All  questionnaires  must  be  returned  to 
the  Military  Police  School  whether  they  are  used  or  not.  Instructions  for  returning 
the  questionnaires  to  the  Military  Police  School  are  contained  in  the  basic  letter. 

If  you  have  any  problems  or  questions,  contact  (NOTE:  Give  name  or  names, 
address,  and  telephone  number). 
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TO:  PROJECT  OFFICER  ADMINISTERING  QUESTIONNAIRE  IN  A  CONTROLLED 
ENVIRONMENT 


ADMINISTERING  THE  QUESTIONNAIRE 

A-l.  Preparation.  A  classroom  or  training  room  equipped  with  desks  will  provide  the 
most  ideal  site  for  administering  the  questionnaire.  Questionnaires,  answer  sheets, 
and  two  electrographic  pencils  should  be  issued  to  participants  after  everyone  who 
is  to  take  the  questionnaire  has  arrived.  This  ensures  that  everyone  starts  together. 

A-2.  Instructions.  The  questionnaire  administrator  will  present  the  following  instructions. 

a.  “Is  there  anyone  here  who  is  not  working  in  an  M.P.  duty  position?  Is  there 
anyone  here  vho  has  not  been  assigned  to  their  present  duties  at  least  90  days? 
If  so,  please  leave  at  this  time.” 

b.  “Will  everyone  at  this  time  please  read  the  first  page  in  the  questionnaire  which 
has  been  issued  to  you.” 

(Note  to  the  administrator:  It  must  be  emphasized  that  your  enthusiasm  for 
this  project  or  lack  of  it  will  be  contagious.  It  is  important  that  you  demon¬ 
strate  a  positive  attitude  to  the  participants.  Allow  time  for  the  first  page  to 
be  read  and  underline  the  importance  of  the  questionnaire  with  the  following 
statement.) 

“I  would  like  to  stress  the  importance  of  this  questionnaire.  The  Military 
Police  School  wants  to  design  training  to  fit  the  job  in  the  field.  You  are 
the  only  people  who  can  tell  them  what  they  need  to  know.  Please  think 
through  each  question  and  give  your  best  answers.” 

c.  “Turn  to  Part  I,  Biographical  Information,  and  answer  questions  1-13. 

When  you  have  finished,  lay  your  pencil  on  the  desk  so  I  will  know  when 
to  proceed  to  the  next  step.” 

d.  “Now  read  the  instructions  found  in  Part  II.” 

(Note  to  the  administrator:  Allow  reasonable  time  for  everyone  to  finish  before 
moving  to  the  next  step.) 

“Are  there  any  questions?” 

e.  “As  you  read  in  the  instructions,  there  are  nine  answer  sheets  accompanying 
your  questionnaire.  Take  the  answer  sheets  and  number  them  one  through 
nine  to  correspond  to  the  first  nine  sections  in  Part  III  of  the  questionnaire. 

If  you  do  not  have  nine  answer  sheets,  raise  your  hand— I  have  extra  ones. 

Use  a  separate  answer  sheet  for  each  section.  Answer  only  the  number  of 
questions  listed  in  each  and  move  to  the  next  section  and  answer  sheet.  It 
is  not  necessary  to  write  your  name,  rank,  the  date,  or  course  at  the  top 

of  the  answer  sheet.  Also,  disregard  the  blocks  marked  score,  grade,  extra 
points,  and  social  security  number."  ”  ~  ~ 


f.  “Because  of  the  sue  of  this  survey,  these  answer  sheets  will  be  read  by 
machine.  You  must  use  the  special  pencils  provided  so  that  the  machine  can 
read  the  answers.  When  marking  your  answer,  take  care  to  fill  the  vertical 
rectangle  outlining  the  letter  as  shown  by  the  example  on  page  4  of  the 
instructions.  Also,  please  be  sure  not  to  make  any  stray  marks  on  the 
answer  sheets.  Finally,  do  not  fold  the  answer  sheets.” 

g.  “All  answers  must  be  based  on  your  experience  in  this  your  present  unit.  Do 
not  call  on  experience  in  previous  units.  This  means  that  if  you  do  not  per¬ 
form  a  particular  task  in  your  present  unit,  you  must  mark  ‘do  not  perform 
this  task’  on  your  answer  sheet.” 

h.  “You  may  begin  answering  Part  III.  Remember  Section  ten,  the  written 
section.  When  you  finish  answering  all  questions,  insert  your  answer 
sheets  into  the  questionnaire  and  tum  them  in  to  me.  You  may  leave 
when  you  are  finished.  Are  there  any  questions?” 

A-3.  Conclusion.  After  everyone  has  taken  the  questionnaire,  ensure  that  all  ques¬ 
tionnaires  and  answer  sheets  are  accounted  for.  Collect  the  pencils  provided  so 
that  they  may  be  returned  to  the  Military  Police  School  along  with  the  question¬ 
naires  and  answer  sheets. 
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SELECTING  TASKS  FOR  TRAINING 


ISD  1.2 
Manual 


This  is  the  1st  in  a  series  of  ISD  Job  Aids  for  use  in  instructional  design  and 
development.  This  volume  is  to  be  used  as  a  supplement  to  the  primary  document, 
“Job  Aids:  Descriptive  Authoring  Flowcharts  ISD  1.2  Select  Tasks  for  Training.” 

The  flowchart  document  will  direct  you  to  specific  guidance,  examples,  and  references 
provided  in  this  volume.  If  you  do  not  have  the  primary  flowchart  document,  request 
it  from  your  supervisor. 


The  wording  in  this  manual  should  not  be  construed  to 
discriminate  between  the  sexes.  In  order  to  avoid  a 
repetitious  use  of  the  terminology,  "he/she,"  the  terms, 
“he,"  "him,"  and  "his,"  as  well  as  "men,"  are  intended 
to  include  both  the  masculine  and  feminine  gender.  Any 
exceptions  to  this  usage  will  be  so  noted. 


from  block  1  or  2 


TVfat  U  t6c  7*46  Selection  $06  j4td  all  a6eut? 

•  GOAL 

—  The  purpose  of  this  aid  is  to  help  you  select  tasks  which  require  formal  training, 
i.e.,  critical  tasks. 

Critical  Tasks  =  Soldier’s  Manuals  Tasks  =  Tasks  to  be  Trained. 

—  It  is  not  efficient  in  terms  of  time,  personnel,  money  and  other  resources  to  train 
every  soldier  to  perform  every  task  of  his  MOS  in  every  position  in  the  world.  This 
block  requires  you  to  identify  critical  and  non-critical  tasks.  This  job  aid  will  help  you  to 
systematically  make  the  distinction  between  tasks  which  require  forma)  training  (critical) 
and  those  which  do  not  (non-critical). 

—  Some  of  the  reasons  you  may  not  select  a  task  for  training  are: 

(1)  The  task  can  easily  be  performed  without  formal  training  because  most 
job  incumbents  have  previous  experience,  or  the  task  is  easy  to  “pick-up” 
from  daily  on-the-job  experience  (OJE).  Note  the  distinction  between 
on-the-job  experience  and  the  instructional  setting  called  supervised  on- 
the-job  training  (SOJT).  (For  a  description  of  SOJT,  see  Job  Aid  for 
ISD  1.5  Select  Instructional  Settings. 

(2)  The  task  may  be  part  of  the  job,  but  it  is  not  essential  to  adequate 
job  performance. 

(3)  The  task  may  be  quite  similar  to  other  tasks  which  require  formal 
training.  It  may  be  that  if  a  soldier  is  trained  to  do  one  of  the  tasks 
he  will  be  able  to  perform  the  other  similar  tasks  without  further, 
formal  training. 
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OBJECTIVES 


1.  Given  a  list  of  tasks  for  a  single  skill  level  within  an  MOS,  select  the  tasks 
which  require  formal  training. 

2.  Given  the  appropriate  worksheets  and  instructions  on  how  to  fill  them  out, 
record  the  basis  for  each  task  selection. 


OVERVIEW  OF  MAJOR  STEPS  IN  SELECTING  TASKS  FOR  TRAINING: 


Step  1.  Each  candidate  task  is  rated  according  to  three  selection  criteria: 

•  Time  to  train  by  on-the-job  experience  (OJE) 

•  Consequences  of  inadequate  performance 

•  Probability  of  emergency  performance 

Step  2.  Tasks  with  high  selection  criteria  ratings  are  identified. 

Step  3.  Tasks  requiring  training  are  examined  for  similarity  of  performance 
requirements. 

Step  4.  Administrative  review  of  tasks  recommended  for  training  takes  place. 

PRODUCTS 

—  The  input  for  this  block  is  a  listing  of  all  the  tasks  which  are  performed  in  a 
particular  skill  level  of  an  MOS.  The  output,  or  products,  include: 

•  The  list  of  critical  tasks  for  which  formal  training  is  authorized. 

•  The  worksheets  on  which  your  task  selection  decisions  are  documented. 

Keep  in  mind  that: 

—Formal  training  includes: 

•  Resident  training  (Institution) 

•  Supervised  on-the-Job  Training 

•  Self-Study 

—  Formal  training  does  not  incluae  on-the-job  experience  (OJE) 

—  Instructional  settings  will  be  selected  in  ISD  1.5  Select  Instructional  Setting 


WORKSHEETS  USED 


—  The  tables  on  page  A-8  and  A-9  show  examples  of  the  front  and  back  of  a 
completed  Critical  Task  Identification  Sheet  (CTI). 

—  The  table  on  page  A-10  shows  an  example  of  a  completed  Critical  Task  Listing 
ordered  by  the  numbering  system  authorized  in  TRADOC  Circular  351-28, 

pp.  16-18. 


DESCRIPTIVE  FLOWCHART 

—  The  flowchart  on  pages  A-67  thru  A-69  shows  the  steps  in  the  use  of  the 

Job  Aid  for  Selecting  Tasks  for  Training.  The  flowchart  will  be  useful  to  you  in 
getting  a  clear  picture  of  the  overall  process  used  in  this  job  aid. 


Table  A-8 


from  blocks  4  and  5 


I - 

to  block  8 


from  blocks  6  and  7 

V  -  [ _ 

if  Obtain  Ci  i t>c«l  Task  ]| 

{  Identification  Sheets  , 

ICTI)  i 


T 

to  block  9 


•  Critical  tuk  identification  and  final  selections  aie  recorded  on  the  Critical 
Task  Identification  Sheet  ICTI).  The  CTI  Sheet,  therefore,  provides  a 
documented  record  tor  these  decisions  and  the  basts  (or  each 

•  For  guidance  m  obtaining  CTI  Shafts,  see  below 


TOtene  *7  yet  0Utical  *7 cut  'JcUkU^uxiUok  Steel*  ? 

•  Critical  Task  Identification  Sheets  (CTI)  are  available  for  duplication  in  the  pocket 
at  the  end  of  this  manual. 

•  To  see  a  completed  CTI  Sheet  refer  to  page  A-60. 
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from  block  8 

;r  -  l  - 

j  Obfam  Inlo/manon 
I  Necessaiy  lot  Selling 
|  Up  CTl  Sheet 


•  Inlormaiion  needed  tor  ‘selling  up"  the  CTl  Sheet  includes  the  following 

MOS  code 
Skill  level 
Task  ID  numbers 
-  Task  inventory 

•  For  sources  ot  information  see  below 


to  block  10 


KJ&at  cU  *)  kcccC  clkcC  wAtne  cU  *}  pet  U? 


•  The  following  information  is  needed  before  you  can  set  up  the  CTl  Sheet.  Sources 
for  locating  each  item  of  information  are  identified  and  in  most  cases  throughout 
this  manual  the  source  will  be  rated  as  “excellent,”  “good,”  or  “fair.”  Under¬ 
standably  not  all  sources  of  information  will  be  readily  available  to  you. 


Information  Required 

Source(s) 

Remarks 

MOS  and  Skill  Level 
designation 

•  Supervisor 

•  AR  611-1  (for  a  new  MOS) 

•  Output  of  ISO  1.1  Analyze  Job 

•  Excellent  source 

•  Excellent  source 

•  Excellent  source 

Task  I.D.  Numbers 

•  Numbering  system  prescribed  in 
TRADOC  Circular  351-28,  if  already 
assigned 

•  Excellent  source 

•  Temporary  numbering  system  of  your 
own  design,  e.g.  1  through  500,  if 
authorized  numbers  have  not  been 
assigned 

•  Excellent  source 

Task  inventory 

•  Output  of  IPISD  1.1  or  job  analysis 

•  List  currently  in  use 

•  Excellent  source 

•  Good  source 
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from  block  1 1 


to  block  15 


TOAat  U  ftunfi&u  <*£  tcc&uUttf  etacAtc  ck 

KMvd  t  (Anu  %  cuut  clk  *K  Ck  w  9? 


•  When  a  task  has  been  authorized  qualification  training  at  a  lower  skill  level  there 
is  no  need  to  repeat  that  training  at  this  skill  level.  Therefore,  it  is  not  necessary 
to  examine  this  task  any  further. 

•  By  recording  dashes  in  rows  1  thru  8  you  are  showing  that  those  questions  will 
not  be  considered.  The  “N”  in  row  9  means  no  training  required  in  this  skill  level. 


TUAat  dot*  (At  @*79  SAcet  IteA  UAc  utAtK  deuAtc  i* 
tom  t  (Anu  $  cutcC  clh  Tf  Ck  r out  9  Acute  6et*t  nectncCtcC? 


Example 
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To  tel  Factor  IT«#c  Value)  Criterion 

/ 

Is 

|s 

f  T  me  to  T.am  OJt 
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1 
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— 1 

— 

7  Contequencet  of  inadequate  Performance 
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3  Protute'ify  o’  t mergence  Performance 
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6  in  Another  Teeming  Required  Talk’ 
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7  Recommended  (o*  Training* 
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9  C"«t*  T*»k> 


from  block  12 


Rite  Tuk  on  Time  to 
Train  OJE  end  Record 
Rating  in  Row  1  on 
CTISDmi 


to  block  16 


•  Time  to  Turn  OJE  meant  How  much  time  n  needed  for  the  soldier  to 
(earn  to  perform  this  task  without  a  format  tinning  pi  ogiam'> 

•  Rating  scale  located  on  bottom  of  CTI  Sheets 

•  for  further  explanation  and  sources  of  information,  see  below. 


r?W  do  note  a,  Uu£  ok  to  *7****  0$&? 

•  Explanation  of  Time  to  Train  OJE 

Time  to  train  on  the  job  (on  the  job  experience,  not  supervised  on  the  job  train¬ 
ing,  SOJT)  is  a  relative  measure  of  how  difficult  it  is  to  perform  the  task.  Some 
tasks  on  a  job  are  so  easy  to  perform  they  require  no  formal  training.  Other  tasks 
are  so  complicated  that  the  soldier  can  perform  them  adequately  only  after 
lengthy,  formal  training.  Other  tasks  lie  in  between  these  two  extremes.  In  rating 
each  task  on  this  criterion,  consider  how  difficult  it  would  be  for  a  soldier  to 
learn  the  task  on  his  own,  without  supervisor,  as  measured  by  the  time  it  would 
take  in  the  OJE  mode. 


•  Things  to  Consider 

—  Amount  of  supervision  required 

—  Experience  of  the  soldier  at  previous  skill  levels 

—  Number  of  elements  which  make  up  the  task 

—  Type  of  task,  fixed  sequence,  alternate  path  or  combination  (Manual,  ISD  1.3 
Task  Analysis) 

—  Amount  of  practice  required  to  attain  proficiency 


A.  17 


t 


i 

\ 


•  SOURCES  OF  INFORMATION 


Information  Required 

Source(s) 

Remarks 

/ 

Time  to  train  a  task  by 

•  Field  survey  of  job  supervisors  and 

•  Excellent  source.  See 

•OJE 

job  incumbents  who  have  learned  or 

Resource  Manual 

(without  formal  training) 

taught  the  t.  recently  (within  last 

3  years). 

•  Panel  of  recent  job  supervisors  and 

•  Good  source.  See 

job  incumbents  who  have  learned  or 

Resource  Manual 

taught  task  recently. 

•  CODAP  data  when  available 

•  Good  source.  See 

Resource  Manual 

•  Your  own  judgement,  if  you  have 

•  Fair  source 

learned/taught  task  recently. 

•  How  to  Estimate  Time  to  Train  OJE 

—  After  considering  the  necessary  factors  and  consulting  the  sources,  select  the 
appropriate  number,  1  thru  7,  on  the  rating  scale.  Unless  you  are  using  your 
own  judgement,  this  number  will  be  the  average  of  the  ratings  given  by  all 
respondents. 


TIME  TO  TRAIN  OJE 


4  Hrs. 
or  Leu 

5  8 
Hrs. 

2-5 

Oays 

2 

Weeks 

3-4 

Weeks 

5  8 
Weeks 

3  Mos. 
or  More 

1 

2 

3 

4 

5 

6 

7 
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I 


from  block  15 


to  block  17 


•  Coniequenca  ot  Inadequate  PeMoimance  on  mission  accomplishment  and/or 
battlefield  survival  means 

What  are  the  results  ot  inadequate  performance  m  terms  of 

-  Masted  time,  inefficiency 

-  destroyed  mater  alt  equipment 

-  loss  of  lives/rn|ury? 

•  Rating  scale  located  on  bottom  of  CTi  Sheet 

•  For  further  explanation  and  sources  of  information,  see  below 


ct*  *)  i&te  a  fa&A  6k  @*K&eqcteKce<i 
*] K4,dequ<tte  ‘Per^atHtUKce  a*t  **tiddtoH 
<ice<HKp.lu6.tHeKt  eiKct  CcLttie^ieicC  &uxvto&(? 


e  Explanation  of  Consequences  of  Inadequate  Performance 

—  This  is  a  relative  measure  of  the  seriousness  of  incorrectly  performing  a  task. 

It  is  a  relative  measure  because  you  are  comparing  one  task  to  all  the  other 
tasks  in  the  MOS  you  are  analyzing.  You  are  not  comparing  a  task  to  other 
tasks  in  a  different  MOS.  Also  keep  in  mind  that  the  focus  is  on  both  mission 
accomplishment  and  battlefield  survival.  While  the  tasks  of  a  clerk  typist  may 
not  have  a  directly  observable  impact  on  battlefield  survival  to  the  extent  that 
an  Infantry  rifleman’s  tasks  do,  they  certainly  impact  on  mission  accomplish¬ 
ment.  You  must  keep  both  aspects  in  mind. 

—  '•'requency  of  performance  is  not  necessarily  related  to  this  factor.  Tasks 
which  are  performed  frequently  may  not  have  extreme  negative  effects  if  they 
are  inadequately  performed,  while  tasks  performed  only  rarely  may  have  dis¬ 
astrous  effects  if  not  done  correctly. 

Example:  Consequences  of  Inadequate  Performance  on  Mission  Accomplishment. 

If  the  driver  of  a  truck  does  not  react  correctly  to  the  oil  light 
coming  on,  damage  to  the  vehicle  will  be  extensive.  This  is  a 
situation  which  does  not  arise  often,  but  must  be  handled 
correctly. 

—  Thus,  Factor  2  will  help  identify  tasks  for  training  which  must  be  performed 
correctly  or  else  serious  consequences  will  result. 


t* 
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—  Wasted  time,  inefficiency  (time  is  money) 

—  Destroyed  materials/equipment 

—  Loss  of  lives/injury 


1 

•  SOURCES  OF  INFORMATION 


Information  Required 

Source(s) 

Remarks 

Consequences  of 
inadequate  task  perform- 

•  Field  survey  of  job  supervisors* 

•  Excellent  source.  See 
Resource  Manual. 

ance  mission  accomplish¬ 
ment/battlefield  survival 

•  Panel  of  recent  job  supervisors* 

•  Good  source.  See 
Resource  Manual. 

•  CODAP  data  when  available* 

•  Good  source.  See 
Resource  Manual. 

•  Your  own  judgement* 

*  Need  not  have  learned  or  taught 
task  in  last  3  years. 

•  Fair  source. 

•  How  to  Estimate  Consequences  of  Inadequate  Performance 

—  After  considering  the  necessary  factors  and  consulting  the  sources,  select  the  appropri¬ 
ate  number,  1  thru  7,  on  the  rating  scale.  Unless  you  are  using  your  own  judgement, 
this  number  will  be  the  average  of  the  ratings  given  by  all  respondents. 


CONSEQUENCES  OF  INADEQUATE 
PERFORMANCE  ON  MISSION  ACCOMPLISHMENT 


Semi- Critical 

Disastrous 

No  Effect 

Effect 

Effect 

1 

2 

3  4  6 

6  7 
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(F 

f  . 


—  Record  this  rating  in  row  2  on  CTI  Sheet,  under  the  appropriate  task. 

*70 bat  dacd  t6e  7 *7  S fleet  too6  tifee  o^tex 

xottKfy  6,a,&  6ee*t  xec&xded  6k  xaev  27 

ISD  1.2  Select  Tasks  for  Training 


CRITICAL  TASK  IDENTIFICATION  SHEET 


from  block  16 


Rate  Task  on  Probability 
cl  Emetgwcy 
Peffoinwic*  and  Record 
Rating  w>  Row  3  of 
CTI  Sbwt 


to  block  18 


•  Probability  of  Emergency  Performance  mean* 

Mbit  \\  the  chance  that  talk  per  lor  mince  writ  occur  under  condition! 
requiring  instant  and  effective  action  with  no  time  for  preparation  or 
practice7 

•  Rating  scale  located  on  bottom  of  CTI  Sheets 

•  For  further  eiptanation  and  sources  of  information,  see  below 


eU  *}  neUt  A  teub  a* 
ttoqutMCM  ^KtuCe^ueUt 

•  Explanation  of  Probability  of  Emergency  Performance 

Probability  of  emergency  performance  is  estimated  by  figuring  the  amount  of 
time  the  soldier  has  between  the  time  the  need  for  task  performance  becomes 
evident  and  the  actual  time  performance  must  begin.  There  are  some  tasks  for 
which  there  can  be  no  delay  (a  true  emergency)— instant  response  is  required. 
For  other  tasks  a  delay  of  a  few  minutes  might  be  quite  acceptable,  or  even 
mandatory,  while  the  soldier  gets  advice,  checks  technical  manuals,  regulations, 
etc.  And  for  some  tasks  there  might  be  time  to  assemble  a  group  of  experts 
and/or  practice  the  task  before  proceeding. 


•  Things  to  Consider 

—  The  effects  of  time  delays  on  the  intended  outcome  of  the  task. 

—  The  variety  of  situations  in  which  task  performance  may  be  required. 
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•  SOURCES  OF  INFORMATION 


Information  Required 

Sourceis) 

Remarks 

Probability  of  emergency 
performance  of  task 

•  Field  survey  of  job  supervisors* 

•  Excellent  sources  See 
Resource  Manual. 

•  Panel  of  recent  job  incumbents* 

•  Good  source.  See 
Resource  Manual. 

•  CODAP  data  when  available 

•  Good  source.  See 
Resource  Manual. 

•  Your  own  judgement 

*  Need  not  have  learned  or  taught 
task  in  last  3  years. 

•  Fair  source. 

•  How  to  estimate  Probability  of  Emergency  Performance 

After  considering  the  necessary  factors  and  consulting  the  sources,  select  the  appropri¬ 
ate  number,  1  thru  7,  on  the  rating  scale.  Unless  you  are  using  your  own  judgement, 
this  number  will  be  the  average  of  the  ratings  given  by  all  respondents. 


PROBABILITY  OF 
EMERGENCY  PERFORMANCE 


Enough  Time 
to  Practice 
Before  Ooing 


1  2 


Enough  Time 
to  Obtain  Information 
or  Assistance 
Before  Ooing 

-* - •  • 

3  4  5 


Instant 

Response 

Required 

♦ - + 

6  7 
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—  Record  this  rating  in  row  3  on  CTI  Sheet,  under  the  appropriate  task. 

7V6at  doe*  t6c  S6eet  1**6  lc6e  a^ter 

rating  dee*  recorded  6k  rota  3? 

Example 


ISD  1.2  Select  Tasks  lor  Training 


CRITICAL  TASK  IDENTIFICATION  SHEET 


from  block  17 


Recoid  Tom  ol  the 
3  Selection  Factot 
Ratings  in  Row  4 


•  The  'itings  of  all  3  factors  are  added  togertiet 

•  Example,  see  below 


to  block  19 


Tlldot  doee  tde  Sdeet  Ued  Ude  often  tde  3 
selection  ftictan  ia£i*t$e  dove  dee*  totalled? 


Example 


Rating  Scales _  [Group  |  Grouping  of  Similar  Tasks 


from  block  19 


etc  *)  determine  the  detection  £et, ctcre  criteria? 

~  Remember  that  the  requirement  for  training  is  determined  by  first  considering 
each  selection  factor  separately  and  then  considering  the  3  factors  together. 

—  A  task  should  not  be  identified  as  requiring  training  on  the  basis  of  a  single 
factor  rating,  unless  that  rating  is  extremely  high,  a  6  or  7. 

—  When  all  3  factors  are  considered  together,  the  rating  should  be  12  or  more  in 
order  to  identify  the  task  as  requiring  training. 

—  These  criteria  values  may  be  adjusted  to  fit  your  particular  situation.  The 
important  thing  is  to  determine  the 

•  single  factor  criterion 

•  total  factor  (task  value)  criterion 

and  apply  these  values  throughout  the  MOS  you  are  working  in. 
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from  blocks  20  and  21 

» _ ! _ 

Record  the  Single  Facto* 

|  and  Total  facto* 

(Talk  Value) 

C"ttoa  on  CTI  Sheet 


to  block  23 


•  Space  hat  been  provided  at  upper  lett  corner  ot  CTI  Sheet  lor 
this  information 

•  For  an  erampie  of  how  the  CTI  Sheet  looks  when  this  information 
ftai  been  recorded,  tee  Pe'ow 


TVheU  eUee  the  @*7*)  Sheet  loth  Uhe  cube*  the  Single  0?<xctcn.  Met 
^7&teU  0?*ctcn,  {peuh  '1/eUue)  &titesU&  have  been  * ecvuteefl 


Example 


mos  6  3  £•  _ 

Skill  Level  2.  _ 

'SngtoFactor  Criterion _ _ 

Total  Fector  (Task  Value)  Criterion  ^ 


—  aiinmiiiiii  PH 


Task  ID  Numbers 
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Rating  Scales 
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0»  lew  M«i 

D**i  Wee*i  Weeki 

Rerki 
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NAOEOUATE 
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PERFORMANCE  ON  MISSION  ACCOMPLISHMENT 

Semi  C"I>(P 

Ditetuoui 

No  Film 
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t  ?  J  *  s  6  i 

Grouping  of  Stnulai  Task! 


from  block  22 


to  block  24 


A.  30 


to  block  30 


from  block  29 


•  Oete'fnme  similarity  ul  task  lo  other  tasks  recoined  as  "Y"  m  Row  5 
which  do  not  have  an  entry  ir.  Row  6  on  CTl  Shett 

•  for  further  explanation  see  below 


to  block  31 


*i¥o*v  do  *)  determine  timU&uttf? 


•  Look  across  the  CTl  Sheet  at  all  the  tasks  with  a  Y  in  row  5.  Then  consider 
the  following: 

—  If  the  performance  requirements  are  highly  similar  for  two  or  more  tasks 
which  require  training,  it  will  not  be  necessary  to  train  each  task,  but 
only  the  most  representative  task  of  that  group. 

Example:  A  major  item  of  electronic  equipment  may  contain  several  power 

supplies.  Although  each  power  supply  is  different,  the  performance 
requirements  of  each  task  involved  may  be  so  similar  that  an  individual 
can  be  trained  to  perform  the  task  on  one  or  two  components  and  then 
be  able  to  perform  the  same  task  on  other  similar  components  without 
further  formal  training. 

—  Therefore,  you  want  to  determine  if  two  or  more  tasks  are  similar  due  to: 

•  equipment/materials  similarity 

•  performance  similarity 


•  SOURCES  OF  INFORMATION 


Information  Required 

itf.u'*;; 

Remarks 

Similarity  of  one  task  to 
another  task  which  also 

•  Task  Summary  Si  So:  lie*  s 

Manual 

•  Excellent 

requires  training 

•  TMs  and  FMs 

•  Good 

•  TOEs  and  TDAs 

*  Good 

•  SMEs 

•  Good 

•  Your  own  judgement 

•  Fair 

A. 34 


’X 


from  block  30 


to  block  33 


TOfet  (Coed  tfe  ^07/)  loa&  life  cafe k  <t  &Zd6  w&icA  id  KOt 
dimilcm,  to.  <uty  otfen,  txcuKuup  'teqtcOtect  teu&  id, 
ntcomme*uUcL  £ox  traitin^? 


Example 


from  block  31 


to  block  34 


•  The  gtoup  symbol  identifies  ail  tasks  within  a  particular  group  of 
similar  tasks 

•  Tor  lurther  tiplanation  and  guidance,  see  below. 


TVhcU  64  t6e  fucifuMe  a  tyuutfi  Symbol  <x*td 
tuuu  cU  *)  select  one? 

—  A  group  symbol  is  an  alphabetical  letter  used  to  identify  a  group  of  tasks  which 
are  similar  to  each  other. 

—  Select  A  to  identify  the  first  group  of  similar  tasks,  B  for  the  second,  C  for  the 
third,  etc.,  depending  on  how  many  groupings  there  are. 

—  Each  task  with  an  A  in  row  6  will  be  very  similar  to  every  other  task  in  the  A 
group.  Each  task  with  a  B  will  be  very  similar  to  other  group  B  tasks,  etc. 

—  Once  a  task  is  included  in  one  group  it  cannot  later  be  included  in  another  group. 

—  Work  with  one  group  at  time. 


a  36 


from  block  33 


34 


Record  G'Oup  Symbol 
m  Pow  6  !o<  Thi*  Talk 
ano  A"  UU*  S.miiar 
lo 


lo  block  35 


•  t  lamplt.  w  below 


74J(uit  doe*  tAt  ^7*7  SAeet  l*oA  UAe  tuAttt  a (l  tAe 
Uu&4  udtAin  one  yutufi  of  <ti*tula/i  teuAt 
kxve  Ate*  identified  Cy  ytouft,  UfHtAaC? 


Example 
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Task  ID  Number* 
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i  TOTAL  VALUE  Total  R«Ma.»  1  ami  3 

6  Tiami'.i)  Re4u"r*l'' 

-y 

-  V 

N  Y  ,V  14  N 

V'Y.N  Y  N  Y  Y  Vi  1 

*  fi  f'  'a'  ■  r-q  fl. .|i  1 

H  Pi’iL"-  '  <>  ■  M  lev*1' 

-  -  aa>-  -  i . ; 

9  r.»  r.a  r ... 

Rating  Scale* 
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Grouping  ol  Similar  Task* 
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from  block  34 


I 

i 


to  block  36 


TVAdt  c<l  tAe  ficvijuMe  %ecvt dirtf  tAc  yuxttfi,  tymAal  Ik 

tAe  tytoufUttfy  o£  Simitax  ^JcuAa  tectum  and 
utAdt  eUet  tAid  laoA  UAe? 


•  Notice  that  space  has  been  provided  for  (identified  by  a  letter  symbol)  you  to 
record  the  I.D.  numbers  of  tasks  within  each  similar  group.  You  probably  have 
had  to  use  several  CTI  Sheets  in  order  to  record  all  the  task  numbers  for  the 
skill  level  you  are  working  in.  However  you  will  only  need  to  record  the  similar 
task  numbers  beside  their  designated  group  symbols  on  the  first  sheet— there  is 
ample  space  here  for  the  similar  tasks  located  on  all  the  CTI  Sheets. 

•  By  grouping  the  tasks  according  to  similarity  in  one  space  you  will  have  a  clearer 
idea  of  what  each  group  consists  of— how  many  tasks,  which  ones,  etc.  This  will 
make  it  easier  when  you  select  the  most  representative  task  in  block  37  of  this 
job  aid.  It  will  also  make  it  easier  for  your  supervisor  to  see  how  you  grouped 
the  tasks. 

•  Record  one  group  symbol  at  a  time  so  that  ample  space  is  available  for  task 
numbers  next  to  the  symbol. 


Example 


_A5.  £ 


Skill  L**el  2- 


Singfe  Factor  Criterion _ <0 _ . 

Total  Factor  (Task  Value)  Criterion . 


/2 


}  T irrr  to  Itt-n  0->E 
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3  PiotxU'IUy  ut  tmeiyncv  Pr-tiwmi 


4  TOTAL  VALUE  Howl  « 
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Itime  TO  TRAIN  OJt 
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A. 38 


from  block  35 


Record  Talk  I  D 
Numbers  for  All  Tasks 
Asujrad  With  This 
Group  Symbol 


to  block  37 


•  On  th;  line(s)  opposite  the  Group  Symbol,  record  the  task  l  0  numbers 
lor  each  task  to  this  group 

•  For  example,  see  below 


TOfat  doee  tie  (j0?^  Sleet  tool  tile  cole*  tie 

tael  * 7V  HumlenA  o£  eimitan.  taele  axe  xecoxded  Kent  to 
tie  deeifynated  yioufc  <Uf*nloC? 
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J  Brcomnie odeil  lot  Training' 

6  Prtcant  Performing  .n  Sill  Level' 


9  Critical  Taik  > 


Rating  Scales 


••sequences  op  inadequate 

AFORMANCE  ON  MISSION  ACCOMPLISHMENT 

Sanx  Critical  Diiaitr.’ui 

Mo  Effect  I  Writ  tiled 
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Grouping  of  Similar  Tasks 


Ifl  I00M,  too?,  )ODi 


o  Obtain  I  ntot  mat  mi 

tX  ttttlHKl 

Srlore  Doing 


NUMBER  OP  TASKS  RECOMMENDED  . 
NUMBER  OP  TASKS  AUTMOPIIZP'* 


[SUPERVISOR*  INITt' 


from  block  36 


d*  *)  identify  tde  m&4t  tefi*e4e*&Utve  tne  <yuucp7 


•  The  most  representative  task  is  circled  in  row  6. 

•  Things  to  consider  in  selecting  the  most  representative  task. 

—  The  various  types  of  equipment  with  which  the  task  is  performed. 

—  The  steps  in  performance  required  in  each  task. 

—  The  conditions  under  which  each  task  is  likely  to  be  performed . 

—  The  most  representative  task  will  probably  be  the  most  comprehensive.  That 
is,  it  includes  the  steps  performed  in  most/all  of  the  other  similar  tasks. 

•  Sources 

—  Same  as  for  block  30. 


TOfoU  etoee  tfo  @*7*}  Sfoet  food  tide  cude*  tde  moot 
xefneoeHtatiue  Uud  foio  foe*  evicted  in  nw  6? 


Example 
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io  J.4 


from  block  37 


in  How  /  and  9 
Record  "V 
In  Row 8  Record 
i dash  I 


•  "N"  No  Fiaming  is  not  recommended  for  this  task  because  this  is  not 
the  most  representative  task  ot  the  group 

•  Example,  see  below 


r 

to  block  39 
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0*vt  flrrki  rr.fi , 
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IPROBAflft I Tr  Of 
EMERGENCY  I'EKfOHMANCE 


from  block  38 


39  | 

•  Y"  -  Yti  Training  n  recommended  btcauM  thu  n  the  most  representative 
>«jli  of  the  group 

*  for  example.  K*  below 


to  block  4C 


tn  Haw  1  Recoil)  Y 
UnUei  the  Task  you 
Cocied 


TOluU  cUee  the  Sheet  teoA  li&e  tvhen  the  meet 

'lefrieeen&itive  fae&  Acte  6ee*t  xeeemmetuCeeC  fan,  tneUninq.? 


Example 


from  block  40 


Assemble  Alternate 
Panel  o!  $M£'s  to 
Review  CTI  Sheet 


to  block  43 


•  SME's  verify  the  selection  (actor  ratings  and  task  similarity  lodgements 

•  for  further  explanation  and  guidance,  sat  below 


70 'Hat  c4  Me  fuvrft&ie  <*£  favinf  tut  aitenuUe  fuutel 
STttS*  ttvcct#  Me  07*)  S6eet? 


•  The  purpose  of  having  an  alternate  (different)  group  of  SME’s  review  the  CTI 
Sheet  is  to  provide  an  objective  view.  A  panel  of  three  SME’s  is  sufficient.  The 
panel  should  be  asked  to  verify  the  selection  factor  ratings  and  task  similarity 
judgements. 


A-44 


from  block  42 


•  D ><i  the  panel  o<  SMt  s  agiee  that  ihjnpes 
should  be  made7 


Count  Nuinbe*  »i  T  asks 

Recommended  *o» 

Tiammq and  Hetoid 
Tuial  on  CTI  Sheet 


[ 

to  block  46 


I  CuuPt  i!.  !h.*  > 

i  f  .11  *h>j -.ita 


t  a  ample  see  below 


•  n  C7 1  Sheet 
■i  I  he  '  isi  CTI  Sh-  > 


706eU  die  (pi*)  S&eet  (m&  like  cu&ck  mother 
tadu  reeo*H*KeHded  Cee*t  fitted  in? 


Example 


would  (licit  6t  <*  limit  m  ^  ttumlci 
teufo  uutlonijtd  fax  txeUuiuf? 


—  Resource  constraints  often  make  it  impossible  to  train  every  task  recommended 
for  training. 

•  Source 

—  Your  supervisor  can  obtain  the  information  about  the  number  of  tasks 
your  command  has  authorized  for  training  in  this  MOS  and  skill  level. 


A-46 


from  block  46 


/«Ort  Tesks  BNn"\ 
Recommended  Then  th#s 
\Number  Authored l/" 
^'Oor  Tramin®^' 


1  The  number  ol  task!  recommended  is 
compared  with  the  number  authorized 
tor  training  (if  there  rs  such  a  number) 

H  there  is  no  limit,  take  the  "No"  branch 


to  block  49 


Record  "No  Limit"  m 
Space  Marked  Number 
ot  Tasks  Authorized 


For  example,  see  below. 


to  block  50 


7(tk<U  doe*  tM  @*7/  S&eet  Uo&  U6e  cu/te*  "Tfa  '  U 

xtcvuitcC  itt  t6c  tfub ct  ttevUUcC  'Humtesi  rftUfonijeet? 


from  block  47 
49  J _ 

I  Fill  in  the  Number  of 
•  Tasks  Which  Can  Be 
Authorised  for  Ti anting 
|  onCTI  Sheet 


to  block  50 


from  block  48 


•  The  number  ot  tasks  which  can  be  authorised  to* 
training  is  lilted  in  the  space  marked  Number  of 
Tasks  Authorised,  on  bottom  of  CTI  Sheet 

•  For  example,  see  below 


from  blocks  48  and  49 

“ _ L _ 

Obtain  Supervisor}  } 

Approval 'Inmali  on  j 

CTl  Sheet 


•  CTl  Sheen  a«e  submitted  lu  supervisor  to<  approval  ot  the  {election}  made 
thut  If 

•  Supervisor}  initial}  should  be  plated  on  bottom  ot  CTl  Sheet 

•  F  or  example,  see  below 


to  block  SI 


*20 Ant  eCccc  (Ac  Sheet  IccA  UAc  coAck  (Ac 
cuficwic&i  c  initiate  have  Acc*  ’itc&idecL? 


Example 


...  it)  TRAIN  OJE 
4  Hn  S  S  7  b 
v  im  H»»  Days 


|COM3£04JENCES  OS  INADEQUATE 
PERFORMANCE  ON  MISSION  ACCOMPLISHMENT 

Sew  Ci'tieai  Onaiiiaui 

No  EMact  EHecr  H«*f 


(PROBABILITY  OF 
EMERGENCY  PERFORMANCE 

EnoufT  T.ith 
n<  Ontain  ‘nlo.manoi 
o*  All'll  ♦ore 

**•—*  Doing 


GroiiOmt)  o'  Similar  Tasw- 


ZOO'S  Zoos  ,  ZOO  9 


Enough  Tun* 
to  tnctx* 
Ba'on  Ooi«\g 


•  This  information  will  http  orgftnua  ttv*  lift  of  r  •commanded  u*ki  to  that 
thoia  performed  by  <ha  1  tiger  number*  of  Mldiert  will  1m  given  priority,  if 
mor«  twks  have  baan  selected  for  training  than  can  be  au  thorired 

a  Evan  if  all  tha  tasks  recommended  can  bo  autfumiad  tor  turning,  th« 
information  will  ba  needed  in  ISO  1.5  Select  Instructional  Salting  for  tha  task. 

•  For  sources  and  further  guidance,  see  below 


TOieU  axt  (it  itwtctt  Ojf  infaxmaUt*  fax  cUUxmi*tf#Q  (it 
ptxctMt  totcUext  evi*  ptxfaxm  tati  tati? 

•  Sources  of  information: 

—  CODAP  Group  Summary  Report.  CODAP  data,  when  available,  are  excellent 
for  determining  the  percent  of  soldiers  within  the  skill  level  who  perform  each 
task.  However,  it  is  likely  that  not  all  tasks  listed  on  the  ISR  Sheet  will  be 
represented  on  the  CODAP  Report.  Consequently,  even  when  a  CODAP  Report 
is  available,  it  will  probably  be  necessary  to  supplement  the  data  from  the 
Report  with  data  from  other  sources.  See  Resource  Manual  for  guidance  in 
using  the  CODAP  Group  Summary  Report. 

—  Field  Survey.  Field  Survey  data  are  excellent  for  determining  the  percent  of 
soldiers  who  perform  each  task.  However,  a  field  survey  should  only  be  con¬ 
ducted  when  CODAP  data  are  not  available  (or  badly  out  of  date)  and  when 
there  is  sufficient  time  to  conduct  the  survey.  See  Resource  Manual  for 
guidance  in  conducting  a  field  survey. 

—  Panel  of  recent  job  incumbents.  This  represents  a  fair  source  of  information. 

See  Resource  Manual  for  guidance  in  establishing  and  using  a  panel  of  recent 
job  incumbents. 

—  Panel  of  subject  matter  experts.  Use  this  source  only  if  none  of  the  above 
sources, are  available.  See  Resource  Manual  for  guidance  in  establishing  and 
using  this  type  of  panel. 

—  Your  own  judgment.  Use  only  as  a  last  resort. 
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from  block  51 


t2v&*U  doe&  t/U  @*7*1  S6eet  tao&  U6c  cv/te*  all  t&c 

cv/iccli  event  necemmtMdeeC  fan  tneUninf  {i*  tout  7 )  ant 
euU&oniycet  fan  tneUnittf  {it  tout  9)7 
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Grouping  of  Similar  Task. 
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Example 


Talk  Number 

Percent 

Performing 

Tuk  Number 

Percent 

Performing 

Talk  Number 

Percent 

Performing 

0  4/-  IS) 

/0  9» 

95  % 

/XIX 

C.07. 

/OH  7 

HI  V. 

/Oi  3 

72  % 

//  78 

5-7% 

/  o  /  H 

HI  7. 
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/o  31 
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sfy. 

/XIV 

97% 

/X  37 

17% 

to  ?x 

??% 

'XI  l 

98% 

/  X  91 

3  8*4 

/OH 

2sy. 

/OIO 

5-7  y. 

I1HI 

/0/9 
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from  block  54 


eU  *)  cUteutlut  tie  cut ftocutf 

•  Starting  at  the  top  of  the  prioritized  list,  count  down  until  you  reach  the  number 
of  tasks  for  which  training  is  authorized. 

•  Draw  a  heavy  line  just  below  the  last  task  you  counted. 


from  block  55 


In  How  9  Retoid  "V" 
Under  £»ch  Critical 
TttJ. 

Record  "N’'  Under  All 
Others 


to  block  57 


•  Row  9  ■>  on  the  front  side  of  the  CT I  Sheet 

•  For  further  explanation  and  guidance,  see  below 


do  9  decide  udtieU  toede  cent  6e  eeneidened  critical 
(identified  <x  in  toco  9)  and  eodic4  Cadbe  trill  not 
it  cenAidcAtd  critical  ( identified  Itf  an  "Tf  in  %oeu  9^7 


•  In  the  last  block  you  drew  a  "cut-off”  line  under  the  last  task  included  in  the 
number  authorized  for  training.  Note  the  %  performing  value  for  that  last  task. 
Usually  you  can  consider  all  tasks  which  have  that  value  or  a  higher  value  as 
critical;  those  which  have  a  %  performing  below  that  value  as  non-critical. 

•  For  ease  of  completing  row  9  (on  the  front  side  of  CTI  Sheet),  just  look  at  the  %  per¬ 
forming  in  row  8  and  record  “Y”  for  tasks  which  have  the  %  falling  above  the  line,  and 
“N”  for  tasks  which  have  the  %  falling  below  the  line.  Note  the  following  exception: 


•  However,  if  the  line  happens  to  be  drawn  in  the  midst  of  a  group  of  tasks  all 
having  about  the  same  %  performing  value,  you  should  take  the  list  to  your 
supervisor.  For  example: 


Task  No. 

%  Performine 

"N 

1541 

37% 

1543 

37% 

Cut-off  lines  does  not  really 

1566 

37% 

discriminate  between  critical 

1589 

35% 

1 

i 

and  non-critical  tasks. 

1595 

35% 

1599 

15% 

✓ 

Your  supervisor  will  probably  advise  you  to  examine  the  tasks  within  a  certain 
range  for  their  task-values  and  select  those  with  the  higher  values  (total  criteria) 
as  critical.  Thus,  you  may  be  picking  up  some  tasks  which  were  below  the  line 
and  deleting  some  which  are  above. 


from  block  56 


to  block  58 


•  The  Critical  Talk  listing  Sheet  is  the  document  on  which  ell  the  tasks 
tweeted  for  training  art  recorded.  This  Cntical  Task  listing  will  be  passed 
on  to  those  working  in  subsequent  ISO  Blocks 

•  For  an  example  ol  a  completed  (ask  listing  sheet,  and  guidance  m  obtaining 
the  toim  see  below 


TOfotc  eU  *)  $ct  tie  0Utic&l  *7<w4  ^UUttp  S6ect? 

•  Critical  Task  Listing  Sheets  are  available  for  duplication  in  the  pocket  at  the 
end  of  this  manual. 

•  To  see  a  completed  Critical  Task  Listing  Sheet,  see  next  page.  Follow  this 
example  for  filling  in: 

MOS  code 
Skill  level 
Date 

Your  name 


from  block  57 


Were  numberi  assigned  to  inks  as  prescribed 
by  TRADOC  guidance  in  TRADOC  Circular 
351  28’ 


•  T RAOOC  Circular  35)  28.  paragraph  F , 
pages  16  18.  explains  the  task  numbering 
system 


from  blocks  58  and  59 


Lift  Critical  Taski 
Accotckni  10  Official 
NumtMtiAfl  Sytt*™ 
Old*'  on  6'1'caJ  lack 
Listing  Sheet 


•  T«k  numten  war*  listed  m  vdei  of  par  cam  performing  on  the  ravtna  u64  of 
the  CTI  Sheet  Ken  that  «t  Istatf  m  orfet  pi  than  official  rwaiban 

•  Tianiftr  Percent  Performing  fifura*  to  Critical  Talk  UstMf  Shaft 

•  Eumpli  Sat  below 


to  block  61 


TOkeU  dee*  tke  @xUical  7<idt  Mutiny  Skeet 
leek  Uke  cuke*  cempleted? 

•  See  page  A-10  in  this  manual. 


f 


t 


A-62 


from  block  62 


Y« 


Ouun*  the  colic (i  task  wltcttoh  piocnt  mtoi  nation 
mar  h*v»  b**n  obtained  that  would  ba  utatul  10 
pmom  who  pedoimtd  Ktmt'H  that  l»d  mic  this 
P'XtS  Similarly  nlofmalion  may  have  been 
obtained  that  wo  d  be  use>u>  Iq  persons  who  wli 
be  engaged  m  the  ISO  Slap  i  thji  follow  mu  one 


•  Comments  -<e  ieco>ded  and  submitted  to 
appropriate  persons 

•  f  o'  further  guidance,  sae  Manual  ISO  >  ?. 
Stock  5? 


to  block  65 


TUfait  Co  Me  impenfance  fiiepa/Unf  comment*  fax 
people  tvox&inf  in  vMex  otep*  Me  cKOfriuctivnal 
<Uf*tem*  development  pxoceoo?  “Tltuv  do  *)  xecoxd  Mem? 


•  In  order  for  the  Instructional  Systems  Development  process  to  work  effectively 
it  is  imperative  that  there  be  forward  and  backward  communication  between  the 
people  involved  in  the  process.  At  some  time  or  other  you  have  probably  com¬ 
plained  about  the  input  that  has  been  provided  to  you.  For  example,  you  may 
have  thought  that  other  tasks  should  have  been  included  in  the  critical  task  list¬ 
ing,  or  that  the  job  performance  measures  were  incomplete  or  inaccurate.  Some¬ 
times,  you  may  have  had  to  do  work  that  should  have  been  performed  in  pre¬ 
vious  steps. 


IT  IS  IMPORTANT  THAT  YOU  FEED  THIS  INFORMATION  BACK 
TO  THE  APPROPRIATE  PEOPLE  SO  THAT  REVISIONS  CAN  BE 
MADE  TO  EFFECT  IMPROVEMENT  IN  THE  END  PRODUCT’ 


from  block  63  and  64 


JOB  AID  FOR 

CONDUCTING  TASK  ANALYSIS 


ISD  1.3 
Manual 

This  is  the  2nd  in  a  series  of  ISD  Job  Aids  for  use  in  instructional  design  and 
development.  This  volume  is  to  be  used  as  a  supplement  to  the  primary  document, 
“Job  Aids:  Descriptive  Authoring  Flowcharts  ISD  1.3  Conduct  Task  Analysis.” 

The  flowchart  document  will  direct  you  to  specific  guidance,  examples,  and  references 
provided  in  this  volume.  If  you  do  not  have  the  primary  flowchart  document,  request 
it  from  your  supervisor. 


The  wording  in  this  manual  should  not  be  construed  to 
discriminate  between  the  sexes.  In  order  to  avoid  a 
repetitious  use  of  the  terminology,  "he/she,”  the  terms, 
"he,"  "him,"  and  "his,"  as  well  as  "men,"  are  intended 
to  include  both  the  masculine  and  feminine  gender.  Any 
exceptions  to  this  usage  will  be  so  noted. 


< 


B-l 


ISD  1.3  Conduct  Task  Analysis 


to  block  3 


from  blocks  1  and  2 


Overview  includes 

-  Goal 
Objectives 

-  Product 

-  Majoi  steps  >'>  process 

-  Worksheet  Used 


•  For  detailed  overview,  see  below. 


to  block  6 


If) hat  h>  tha  Taj>k  Analyst*  Job  Atd  all  about'' 

•  GOAL 

Your  goal  in  using  this  job  aid  is  to  obtain,  document,  and  summarize  all  the 
information  about  each  critical  task  that  is  needed  to  prepare  the  Soldier’s 
Manual,  courses  of  instruction,  and  SQT. 

•  OBJECTIVES 

1.  Given  a  task  statement,  detail  the  following  information  for  the  task: 

—  CONDITIONS  (in  what  environmental  situation  it  is  performed) 

—  CUES  (when  it  is  performed) 

—  STANDARDS  (how  well  it  is  performed) 

—  References  and  training  tips 
—  ELEMENTS  or  STEPS  (how  it  is  performed) 

2.  Given  the  above  information  about  a  task,  summarize  it  in  a  format  which 
can  be: 

—  placed  in  the  Soldier’s  Manual 

—  understood  by  the  Soldier  learning  the  task 

—  used  as  an  evaluation  tool  by  someone  supervising  the  task 


8-4 


•  PRODUCTS 


This  job  aid  will  result  in 

—  a  completed  Task  Analysis  Worksheet,  and 

—  a  Task  Summary  Sheet 

for  each  task  selected  for  training. 

•  MAJOR  STEPS  IN  PROCESSS 

Step  1.  Determine  acceptability  of  task  statement 
Step  2.  Select  method  of  obtaining  task  information 

♦Step  3.  Record  cues,  conditions,  standards,  references  and  training  tips  for 
whole  task. 

Step  4.  Record  task  elements  (steps  in  performance). 

Step  5.  Record  cues,  conditions,  standards,  references  and  training  tips  which 
are  specific  to  each  element. 

Step  6.  Convene  panel  of  subject  matter  experts  to: 

a.  review  Task  Analyses  Worksheets 

b.  identify  critical  elements 

Step  7.  Summarize  information  from  Task  Analysis  Worksheet  on  Task 

Summary  Sheet  (write  a  clear,  concise  narrative  description  of  task) 

Step  8.  Determine  need/obtain  illustrations. 


♦Task  elements,  conditions,  cues  and  standards  cannot  be  written  for  soft  skill  (managerial/ 
supervisory)  tasks  with  the  same  degree  of  accuracy  or  specificity  possible  with  hard  skill  (operator/ 
performer)  tasks.  This  is  because  soft  skill  tasks  often  include  information  processing  and  communi¬ 
cation  skills  not  observable  by  the  analyst.  However,  by  using  the  Task  Analysis  Worksheet  to  document 
task  information,  you  are  more  likely  to  do  the  most  thorough  task  analysis  possible. 


B.5 


WORKSHEETS  USED 


—  On  pages  B-7,  B-8,  and  B-9  there  are  examples  of  a  completed  Task  Analysis 
Worksheet  (front  and  back).  For  ease  c?  reading  all  entries  on  Task  Analysis 
Worksheets  have  been  typed.  Your  T.A.  Worksheets  will  most  likely  be  hand 
written  since  they  are  working  documents. 

—  On  pages  B-10  and  B-ll  are  examples  of  a  Task  Summary  Sheet. 


DESCRIPTIVE  FLOWCHART 


The  flow  chart  on  pages  B-90  thru  B-y2  shows  the  steps  in  using  the  Task  Analysis 
Job  Aid.  The  flowchart  will  be  useful  in  getting  a  clear  picture  of  the  overall 
process  used  in  this  job  aid.  A  more  completely  described  flowchart  is  provided  in 
Job  Aids:  Descriptive  Authoring  Flowcharts,  pages  B-3  thru  B-15. 


I 


TASK  ANALYSIS  WORKSHEET  (Front) 


ISO  1.3  TASK  ANALYSIS  WORKSHEET 


i  Analyst's  Nam*/’ Office  Symbol 

SFC  ALLEN  SMITH/ IT AO 


I.  MOS  12  Skill  Level  |^3  Dale  Analyzed  |  4  Page  1  0*  4  Paget 

8)!:  J  i  I  t.;.T.bt-r  .1,  19?bj 

6  Method  of  Obtaining  information  (Circle  ai  many  at  appropriate) 


!s  Review  of  Information^ 
Consensus  Gioup 
9  Initiating  Cues 


\  On  Sile  Inttrvrewr.'ObseiyatiqnJ 
Sell  Performance 

is  f  H  Standards 


Administer  artificial  respiration  by  .no-ith- 
to-jttDuUi  method 


uncoftscuuK  c. 
with  Mfak  ;m1; 
breatHuvj,  no 
facnl  vr--.atls 


1  of  u;  I  Pe  rformed  ui  all  Within  -  1  seconds 

«j;s  c.iSualtv  1  cl  ur.it  10  imJ  1 1  urns ,  tin-  casualty  wi ! :  !* 


]  ionern!  ly  ou;  Joors,  csxar.wod,  hi'--  nr 
1  roei-taxr*  <itrx*s:hr  t<*  :mss>v  will  i> 

oliMTi-ri,  and  mOUth- 


12  References!  Tips 

FM  -’1-11 
First  Aid  for 
F<'l.Li/rs,  C5v.;t  r  3 

nr  'nii-44i-ooii.F 

Basic  First  Aid 


mod  will  lx.*  started  Mp.isurcv  :  Restcnn  j 
the*  Breathiivt 

Lf  -'n  a  casualty 
bt»;i;is  to  bre.ific  r-r 
himself,  *>  will 
.i..tanAtically  ro'aist 


Ri'iuir».*s  hi  th  .ir* jr> 
r  -f  endurance 


TASK  ANALYSIS  WORKSHEET  (Back) 


TASK  SUMMARY  SHEET 


TASK  SUMMARY  SHEET 


T»k  Numtxr  441-184-1004 


T«k  Adninister  artificial  respiration  by  mouth- trriroutl,  method. 


Conditions:  Reriormud  in  all  clmatic  ounciiti'jris,  rent- rally  -».•*  doors,  non-tonic 

atmosphere. 


Siindjrds  Within  20  sectuKib  *ju  casoa i ty  will  u_  exjrdrvd,  his  air  lAasa)?  will  be 
cleared,  and  mi.mtn-t  —mouth  r«*sus»c;r.4* ion  will  i>  ‘-tartud . 


Reference;  I'M  21-11  First  /ad  tor  soldier  dhqptur  J 

T1XT  91  i-44l-002»jF  basic  First  Ai-J  .’kviMires*.  H»*s- or  inu  the  Breathinu 


Performance  description 


1.  IJEP.-SMINs  1  ■  1  «.4i  : ..  >  . 

•  Lcoite  an  uni r. . urud  area  to  iv.c  .-ulse  it"  casualty  has  injui  i 


•  Use  ruick  e  ireful  mwm'nts  t«»  avoid  further  injury.  If  casualty  has  other 
scrums  wiunds,  thrv  shcxil.i  treat (jd  concurrently,  if  you  have  .in  assistant. 

Hcwver,  restoring  the  breatfun-:  must  be  your  first  Ms-:  it  a  Ion';. 


•  Oixir.  mouth,  run  tinkers  <lnwn  the  insult-  of  lower  dteeks,  over  hast-  oj  tongue, 
and  int<  throit.  Mow  f  inters  across  the  back  of  the  throat  with  a  sswi«opinq 
motujn  to  renow  any  vanit,  mucus,  or  foprngn  Inuies  frcm  the  mouth  of  the 
casualty. 


There  are  three*  methods: 

nvaintain  thus  jcisition.  If  tins  is  successful,  to  Step  9. 

2)  Th'-nb  j.iw-lift.  rtrtlvd 

•  If  the  head  tilt  method  .s  unsuccessful,  adjust  the  nw  to  a  juttinu-out 
{neition  by  pl.ici/ig  y'x;r  thinb  in  tin'  casualty's  mtmth.  Grasp  the  lower 
taw  firmly  and  lift  it  •  •  'rward.  ilo  not  attsnpt  to  hold  or  depress  tongue. 

If  successful,  jo  to  St 

3)  Tv*)- hand  jaw-lift  method 

•  If  the  casualty's  jaws  are  :.o  tightly  closed  that  the  thunb  cannot  be 
inserted  into  the  mouth,  then  use  both  hands.  Grasp  the  angles  of  the* 
lcwsr  3 aw  just  below  the  earlobes.  Lift  the  jaw  forcibly  forvord:  then 
open  the  lips  l  tv  pushing  the  l<~w*'r  lip  trvord  the  chin  with  the  thumbs. 

5.  P|MCM  NOSE  SHUT 

•  Pinch  the  nose  with  the  thunb  and  index  f uiqer  in  order  to  prevent  air  leakage. 

Let  this  s ,.***  ham!  exert  pressure  on  tlx?  forehead  to  nuintain  the  backward 

head  tilt. 


Take  a  deep  breath  and  place  your  mouth  around  tlK  casu.il ty 1  s  mouth.  Blc*j 
forcefully  into  casualty's  moutli  until  you  set?  his  chest  rise. 
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TASK  SUMMARY  SHEET  (Continued) 


t AttAlfc 

0  S tcp  blowing  and  roncve  >'our  mouth  when  casualty's  chest  rises.  Take  another 

breath  while  listening)  for  casualty's  exhalation.  If  you  hear  air  escape, 

‘jo  to  Step  9.  Otherwise,  continue  with  Stop  8. 


blSUJLi.t  tijKJ.  b,b  uBaLt* 

•  If  airway  is  still  not  clear,  thta>  roll  casualty  on  his  side.  Use  tin*  heel 
of  your  hand  tc  deliver  sharp  blcws  tx>tween  the*  casualty’s  shoulder  blades. 
Hus  should  dislodge  the  tore  ion  obiucL.  Then  r  back  »<>  2. 


9.  bSlAltf  ..‘Mil  KUhVtii 

•  When  exhalation  is  fuu  .*-<1,  blow  m  ttic  next  breath,  on  the  first  several 
breaths,  blow  rapidly  and  strong.  Then  bl- iw  in  a  nomvil,  even  cadence 
(12-20  times  per  minute'. 


*  '  i  I:  your  breathing  las  been  very  deep  and  rapid  for  ton  (on:  a  :»  i  rod,  you  may 
UxnV'  faint,  tingle,  or  evim  lose  consciousness  if  you  j*?rsist.  However, 
if  you  actomister  <xily  ‘our  full  <juick  breaths,  tfver.  adjust  your  breath  in;  to 
tin-  rate  of  approximately  onoc  every  S  seconds  with  only  moderate  increase  m 
normal  volume,  ytxi  will  be  able  to  ccntinuo  to  give  .artificial  rcspirat it 
for  a  long  jeriod  witivwt  experiencing  t£jt<j * irary  ill  «*i:*,ets. 


When  a  casu.il ty  lxx; l ns  to  breathe  for  himself,  ho  wiii  autmit jc.illy  resist 
resuscitation  effort!..  Tt  is;  is  a  sign  tint  you  car-,  cease  \">ur  efforts. 


from  blocks  4  and  5 


to  block  8 


* 


from  blocks  6  and  7 


Obtain  Taik  Analyst!  |  •The  talk  itatemant,  alemanti,  conditions  cuts,  Handl'd,  'tftrences  and  training 

Worksheets  tips  an  racordad  on  the  Task  Analysis  (T.A.)  Worksheet 

II  *  for  guidance  m  obtaining  the  T.A-  Worksheet,  see  below 


to  block  9 


WhaX  Xa  the  puApoAe.  ofi  the.  Teak  Amty&Xa  Wosikak&eX.? 

The  Task  Analysis  Worksheet  provides  an  easy  to  use  format  for  recording  all 
relevant  information  about  the  performance  of  a  task.  The  headings  of  each  section  will 
remind  you  not  to  omit  any  necessary  information  as  you  are  recording,  and  the  com¬ 
pleted  Task  Analysis  Worksheet  can  be  checked  at  a  glance  for  any  such  omissions.  Think 
of  it  as  a  rough  draft  which  will  help  you  prepare  a  more  complete  and  accurate  Task 
Summary. 


hJkeAd  do  I  obtain  Teak  AnalyiXa  Wo^faktoTa? 


•  Task  Analysis  Worksheets  are  available  for  duplication  in  the  pocket  at  the 
end  of  this  manual. 

•  To  see  an  example  of  a  completed  Task  Analysis  Worksheet,  refer  to  pages 
B-7,  B-8  and  B-9. 
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from  block  8 


•  Gu'dtlinet  cordon  information  cciccnmg 

Cornel  format 
Compltttrwu 
-  Performance  bounds' >n 
ObltrvabrfifV 

•  Manor  ability 
Indtpendanct 

•  For  further  explanation.  i m  below 


What  ok<l  the.  chaaact&UAticA  ofa  a  vooUL  mUAtzn 
taik  itatme.nt? 

1.  CORRECT  FORMAT 

•  Each  statement  of  a  task  is  composed  of  three  basic  elements: 

*1.  A  specific  action  word:  describes  what  action  is  being  done. 

*2.  The  object  of  the  action  word:  identifies  what  is  being  acted  upon. 

3.  Whatever  qualifying  phrases  are  needed  to  communicate  clearly  what 
the  task  is. 

•  Thus  task  statements  are  simple  sentences  which  start  with  an  action  word. 
(The  pronoun  I  is  never  written  into  the  statement,  however,  because  when 
read  before  the  task  statement  it  makes  the  statement  sound  like  the  answer 
to  the  question,  “What  do  you  do?”  For  instance,  “  (I)  Load  and  unload 
an  M16A1  rifle  magazine.”) 


Action _ +  Object  or  Element  Being  Acted  Upon  +  Necessary  Qualifier 


COMPUTE 

average  test  score 

on  a  desk  calculator. 

COUNSEL 

staff  personnel 

on  employee  development. 

REPLACE 

brake  shoes. 

SUBMIT 

receiving  reports 

for  new  engine  parts. 

TYPE 

legal  affidavits. 

Note:  *More  than  one  action  word  may  be  used  when  actions  are  very  closely  related,  such 
as:  mount/dismount  AN/PVS-2  on  M16A1  rifle. 

♦More  than  one  object  may  be  included  when  objects  are  closely  related,  such  as: 
decontaminate  self  and  individual  equipment. 


•  In  order  to  improve  the  quality  of  the  CODAP  (Comprehensive  Occupational  Data  Analysis 
Program)  survey  questionnaires,  which  are  used  as  a  job  analysis  tool,  it  is  helpful  to 
have  task  analysis  throughout  the  Army  use  standardized  terminology.  The  following 
two  action  verb  lists,  one  for  supervisors  and  one  for  doers,  afe  suggested. 


Preferred  Verb  List  for  "SUPERVISOR"  Task  Statements. 


ADMINISTER 

DETERMINE 

INSPECT 

PRESENT 

TEACH 

ADVISE 

DEVELOP 

INSTRUCT 

PROMOTE 

TEST 

ANALYZE 

DIAGNOSE 

INTERPRET 

PROVIDE 

VERIFY 

APPRISE 

DIRECT 

INTERVIEW 

RECOMMEND 

WELCOME 

ASSIGN 

DISTRIBUTE 

MAKE 

RECORD 

BRIEF 

ESTABLISH 

MAINTAIN 

REFER 

CHECK 

EVALUATE 

MONITOR 

REQUEST 

COMPARE 

EXPLAIN 

NOTIFY 

REVIEW 

CONTROL 

FAMILIARIZE 

ORGANIZE 

SCHEDULE 

COORDINATE 

IDENTIFY 

PARTICIPATE 

SELECT 

COUNSEL 

IMPLEMENT 

PERFORM 

SPOT  CHECK 

CRITIQUE 

INFORM 

PLAN 

SUPERVISE 

(PERSONNEL) 

DEMONSTRATE 

INITIATE 

PREPARE 

SURVEY 
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Preferred  VERB  list  for 

"DOER"  task  statements: 

ACTIVATE 

CONSTRUCT 

EMPLACE 

ADAPT 

CONVERT 

EMPLOY 

ADJUST 

COORDINATE 

ENERGIZE 

ADMINISTER 

CORRECT 

ENCODE 

ALIGN/ALINE 

CULTURE 

ERECT 

APPLY 

DECODE 

ESCORT 

ARRANGE 

DELIVER 

ESTABLISH 

ASSEMBLE 

DEMONSTRATE 

EVACUATE 

ASSIGN 

DETERMINE 

EVALUATE 

ATTACH 

DEVELOP 

EXAMINE 

BRIEF 

DIAGNOSE 

FABRICATE 

CALCULATE 

DIG 

FILE 

CALIBRATE 

DISASSEMBLE 

FILL 

CHANGE 

DISCARD 

FILL  OUT 

CHECK 

DISPOSE 

GROUND 

CLASSIFY 

DISSEMINATE 

IDENTIFY 

CLEAN 

DISTRIBUTE 

IMPLEMENT 

CLEAR 

DRAFT 

INFORM 

COLLECT 

DRAIN 

INSERT 

COMPARE 

DRAW 

INSPECT 

COMPILE 

DRESS 

INSTALL 

COMPUTE 

DRILL 

INSTILL 

CONDUCT 

DRIVE 

INSTRUCT 

CONNECT 

EDIT 

INSURE 

CONSOLIDATE 

ELEVATE 

INTERVIEW 
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INVENTORY 

PROCESS 

SECURE 

IRREGATE 

PURGE 

SEND 

ISSUE 

RAISE 

SEPARATE 

LABEL 

READY 

SERVICE 

LAY 

REBUILD 

SET-UP 

LOAD 

RECEIVE 

SINK 

LOG 

RECOMMEND 

SPLICE 

LUBRICATE 

RECONCILE 

SORT 

MAINTAIN 

RECORD 

STERILIZE 

MEASURE 

REGULATE 

SURVEY 

ORIENT 

REMOVE 

TAKE 

OVERHAUL 

REPAIR 

TENSION 

PAINT 

REPLACE 

TERMINATE 

PACK 

REPORT 

TEST 

PARTICIPA+E 

REPRODUCE 

TEST-OPERATE 

PASS 

REQUEST 

TIGHTEN 

PATCH 

REQUISITION 

TRANSCRIBE 

PERFORM 

RESTORE 

TRANSMIT 

PLACE 

ROTATE 

TRANSPORT 

PLOT 

ROUTE 

TRIM 

PLUMB 

RUN 

TROUBLESHOOT 

POSITION 

SAFEGUARD 

TYPE 

POST 

SAMPLE 

UPDATE 

PREPARE 

SCHEDULE 

VERIFY 

PRESENT 

SCREEN 

WEIGH 

PRESSURIZE 

SEAL 

WRITE 

Verbs  on  the  Preferred  Verb  Lists  for  Supervisor  and  Doer  Task  Statements  are 
considered  generally  acceptable  and  appropriate  for  questionnaire  statements.  However, 
if  the  meaning  of  a  task  statement  is  unclear  because  a  specific  verb  is  not  on  the  lists, 
use  the  appropriate  verb. 


2.  COMPLETENESS 

•  The  task  statement  describes  a  specific,  complete  action  performed  by  one 

individual. 

NOTE  THAT  .  ,  . 

a.  “Repair  wheeled  vehicles”  is  not  sufficiently  specific  to  be  a  good  task 
statement.  To  one  person,  such  a  statement  might  mean  performing  such 
actions  as  “replace  wiper  blades”  and  “replace  burned-out  head  lamp.” 

Another  person  might  think  it  means  “overhaul  transmission  and  engine.” 

b.  Also,  “inspect  and  repair  exhaust  system”  is  not  sufficiently  specific.  However, 
one  task  might  be  “inspect  exhaust  system,”  and  another  task  be  “repair 
exhaust  system.” 

c.  Likewise,  “perform  general  administration”  is  not  a  specific  task,  but 
“prepare  correspondence”  is. 
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3.  PERFORMANCE  BOUNDARIES 

•  The  statement  should  present  or  imply  definite  beginning  and  ending  points. 

•  Tasks  are  performed  in  relatively  short  periods  of  time,  i.e.,  seconds,  minutes, 
or  hours,  but  rarely,  if  ever,  days,  weeks,  months,  or  years. 

EXAMPLE: 

Such  phrases  as  “have  knowledge  of”  or  “take  responsibility  for”  are  not 
time-relatable  and  therefore  should  not  be  included  in  a  task  statement. 
While  “assure  a  well-trained  Army”  has  no  performance  boundaries,  “clean 
an  M-16  rifle”  does. 

Likewise  “tune  radio,”  has  unclear  performance  boundaries.  A  better  task 
statement  is  “select  frequencies  for  command  net.” 
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4.  OBSERVABILITY 


•  Some  one  should  be  able  to  observe 

—  the  soldier  performing  the  task(process)  and/or 

—  the  results  of  the  soldier’s  actions(product),  and  determine  definitely  that 
the  task  has  been  performed. 

EXAMPLE: 

“Understand  electronic  principles”  is  not  observable.  Neither  the  process  nor 
the  results  can  be  observed.  In  a  task  such  as  “read  equipment  work  order 
and  determine  what  action  to  take,”  you  cannot  really  be  sure  the  soldier  is 
performing  the  task  by  observing  his  action  (reading)  but  you  can  observe 
the  result  of  his  performance— the  action  he  takes. 


5.  MEASURABILITY 

•  A  technically  proficient  person  (SME)  should  be  able  to  observe  the  task  or 

the  end  product  and  decide  whether  or  not  the  task  has  been  properly  performed. 

EXAMPLE: 

“Know  how  to”  or  “be  able  to”  are  not  measurable.  Neither  are  they 
observable.  However,  “fill  tires  to  32  lbs.  air  pressure”  is  measurable,  as 
is  “advise  ;  uspect  of  his  rights.”  (The  observer  could  check  to  see  if  the 
performer  of  this  task  presented  a  complete  and  accurate  statement.) 

NOTE;  Observability  and  measurability  are  easier  to  define  with  operator  tasks 
(hard  skills)  than  they  arf>  with  supervisor  or  manager  tasks  (soft  skil(s). 
Generally,  the  observability  and  measurability  relate  more  to  the  result 
or  outcome  of  task  performance  for  soft  skills. 
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6.  INDEPENDENCE 

•  Each  task  statement  describes  a  specific  part  of  the  job,  which  is  independent 
from  other  tasks.  In  determining  whether  an  action  is  an  independent  activity 
it  is  necessary  to  keep  in  mind  who  the  performer  is  and  what  his  function  is. 
A  whole  task  for  skill  level  1  may  only  be  a  single  element  in  a  more  complex 
skill  level  2  task. 

EXAMPLE: 

If  one  of  the  skill  level  2  tasks  is  “repair  exhaust  system,”  then  “remove 
muffler”  might  be  one  element  of  the  task.  However,  a  skill  level  1  soldier 
might  be  assigned  the  task  of  “remove  muffler.”  For  the  skill  level  2 
soldier  “remove  muffler”  is  only  part  of  his  task.  His  responsibility  is  not 
fulfilled  until  he  performs  the  other  appropriate  elements  that  are  part  of 
“repair  exhaust  system.”  However,  the  skill  level  1  soldier’s  responsibility 
for  this  activity  is  fulfilled  as  soon  as  he  properly  “removes  the  muffler.” 
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from  block  1 1 


i 

to  block  16 


H«  Iha  talk  (tan  sutad  ciaariy  and  specifically 
according  lo  the  guidaJmet  gnran  in  Block  l(P 


•  Statamant  is  revisad  according  to  tha 
guidelinas  givan  in  Block  TO 


•  Supervisor  should  ba  consulted  before 
actual  change  a  recorded 


•  The  ISO  COORDINATION  SHEET 
permits  task  listing  to  be  updated 


What  U>  tkz  pu/ipotz  o  fizzo siding  fLZvt6tow>  to 
tcu>k  AtatmzntA? 

•  In  order  for  the  Instructional  Systems  Development  process  to  work  effectively 
it  is  important  to  communicate  with  other  people  who  have  worked  before  you 
and  will  work  after  you  in  the  ISD  process.  This  communication  should  be 
documented  on  an  ISD  Coordination  Sheet. 

•  Since  the  task  statement  is  used  to  identify  the  task  throughout  the  training 
system,  there  can  be  only  one  official  version. 

•  A  brief  explanation  of  any  changes  you  make  should  be  included. 
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Where  do  1  obtain  an  1SV 
does  it  look  like  when 


Coordination  Sheet  and  what 
explanation  hai  been  recorded? 


•  An  ISD  Coordination  Sheet  can  be  found  in  the  pocket  at  the  end  of 
this  manual. 


ISD  CGCRDiwATiOri  SHEET 


P.irji:  l_  ul  _1  (*.: J'S 

Uaii’  Septanber_21j  ^978 


FROM: 

N.«nr  .  SK.\  ALLEN  SKmt__ 

Diw/Urumti  1TAD 
loti  photic  Nn  471b  _ 

TO 

N.h>v  _  SPC  A.  GARCIA 
!>•« ‘Rf  miU.  fTAO 

SUBJECT  REVISION  Of  TASK  STATEMENTS 

Task  Nurt»»r 

wi-WHin 

041-192-12 M 

J 1- 101 «  *0'i7 

ruM.iur.ibli-;  no  ANVR>».4  am:  V.  '.ML’-lW)) 

■Ju.ll  if  jor  jjvon. 


Ori-juul  Task  Statement 

Reason  for  Chan-jo 

Revised  T-isi.  Statement 

Arinin ister  .irt 1 1  »ci  i 1 
respiration. 

Not  complete,  no 
qualifier  qivtai. 

Arimmstor  artificial 
respiration  by  mnuth- 
txr-mixith  method. 

Disarm  nxpi>..iive 
lev  id-.; . 

Not  C-TVlctv,  iv> 

■  {uaii  fie:  uv-.-n. 

Disarm  tlie  M14  blast 
.int  1-5  «*r»  wine  1  ".j.’k-. 

Utvlot  st.ind  toehni  sues 

o:  r .idj<  :<m. 

Act. i<n.  not 
observable  or 

lrepire  ''jj*-rati-  tactical 
I’M  rudl-JS  (AKTHC-77, 
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from  block  12  and  15 


Racotd  Into*  matron  hi 
Sec  ti  ora  1,2. 3,4.5, 

7  and  I  on  T.A. 

Wotkjraat 


to  block  17 


•  Information  required  on  Taafc  Analysts  tftorlufieai 

-  MOS 

-  SkiN  level 

-  Today*  data 

-  Page  number 

-  Analyst's  nama  and  office  symbol 

-  Tati  number 

-  Talk  statement 

•  For  axampta.  tee  below 


(jJk cut  do<n>  the  T<uk  A naZy*Aj>  (JJoA.fuke.eX  look  tike. 
u)he.n  Identifying  InfoAmculio.L  hcu  been  Jie.coA.ded? 

Example 


ISO  1.3  TASK  ANALYSIS  WORKSHEET 


5  Analyst's  Nama/Otl.ce  Symbol 

SFC  ALLEN  SMITH  ''IT AD 


441-18H 

1004 


8  Task  Statement 


rViTunistii  artificial  n>spir\v  inn  by  :  «xith- 
to-mrxitii  rrtikxl. 
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1  MOS  2  Ski! 

mu 


Skill  Level 


I 


6  Method  ot  Obtaining  Information  (Circle  at  many  at  appiop>>aiel 

Review  ot  Information  On  Site  Interview 'Obtervat ion 

_ Consensus  Group  Salt  Performance 

9  >n«t«at»r»g  Cue*  |  10  Conditions  f  1 1  Standards 


I  Date  Analyzed  4  Page  1  ot  4 

&r;:ttstx>r  .  197H 


Other  (SpecM 


I  1?  Relerences/Tipi 


.  Wi  i  n'M  T kill! 


from  block  16 


Saiact  Mathod(t)  of 
Qbi«mmg  Talk 
Parformanca 
Information 


to  block  18 


•  Mattiodt  of  obummg  talk  parformanca  information  mctuda 

-  flcviaw  of  Task  Information 

-  Conunfui  Group 

-  DnSna  fntamaw/ObiafVition 

-  $aff  Parformanca 

-  Other 

•  Fo»  furthar  explanation,  vtt  below 


Which,  method  -ihouZd  I  oie  to  obtain  tcuk 
peAfiofutnancc  in^onmation? 

•  There  are  several  different  methods  of  obtaining  information  for  task  analysis. 
The  method( s)  you  choose  depends  on: 

—  your  knowledge  of  the  task 

—  type  of  task 

—  budgetary  and  time  constraints 

•  In  most  cases  you  will  use  a  combination  of  the  following  methods. 


METHOD 


WHEN  IT  lb  USED 


HOW  IT  IS  USED 


(1) 

Review  of  T ask 

When  starting  your  analysis.  This  is  a 

Review.  Locate  and  read  as  many 

Information 

good  starting  point  for  analysis  of  any 
task,  especially  if  you  are  not  an  expert 
in  performance  yourself.  It  should 
never  be  used  as  the  only  method  of 
analysis. 

When  preparing  a  rough  draft.  You 

sources  of  task  information  as  possible, 
i.e.,  field  and  technical  manuals,  training 
films,  course  outlines  from  both  institu¬ 
tional  and  extension  training  documents 
of  equipment  manufacturers,  etc. 
Evaluate.  From  all  the  sources,  decide 

may  wish  to  use  this  information  to 
fill  out  a  rough  draft  of  the  Task 
Analysis  Worksheet;  then  you  can 

which  is  the  prefered  method  of  task 
performance. 

Describe.  Record  task  conditions,  cues. 

verify  and  refine  the  information  when 
you  conduct  another  method  of  task 
analysis. 

standards,  elements,  tips  and  references 
on  Task  Analysis  Worksheet. 

(2) 

Consensus 

When  analyzing  soft-skills  tasks.  This 

Selecting  a  group.  Assemble  a  group  of 

Grr  up 
(SME's) 

method  is  particularly  useful  for 
analyzing  supervisory  and  managerial 
tasks  (soft-skills)  in  which  many  of  the 

personnel  (three  or  mote)  who  have 
knowledge  and  experience  in  the  task. 
Pool  information.  SME’s  share 

critical  elements  are  not  directly 
observable,  or  for  which  there  are 
optional  methods  of  performance  and 
alternative  paths. 

When  analyzing  new  tasks.  When  you 

information. 

Evaluate.  SME'S  evaluate  all  informa- 
tion  in  order  to  make  decisions  as  to  the 
most  acceptable  method  of  task  per¬ 
formance.  In  order  to  do  this  for 

are  analyzing  a  new  task,  that  is,  one 
which  has  not  yet  been  introduced  to 
the  field,  this  is  the  only  method 

alternate  path  tasks,  key  elements  must 
be  identified. 

Describe.  Same  as  method  1. 

available.  The  "experts"  in  this  case 
are  personnel  who  have  expertise  in 
similar  tasks,  or  who  have  been  con¬ 
tractor  trained  on  the  new  equipment. 

(3) 

On-Site 

When  analyzing  hard-skills.  This  is  the 

Observe  performance.  Watch  a  soldier 

Observation 

Interview 

best  method  for  analyzing  operator/ 
performer  tasks  (hard-skills)  which 
generally  have  a  fixed  sequence  of 
performance. 

When  analyzing  all  tasks.  Whenever 

who  is  proficient  perform  the  task. 
Observe  the  cues  which  initiate  perform¬ 
ance  of  each  step  and  the  steps 
(elements)  which  follow  each  cue. 
Interview  soldier.  Tactfully  question 

budgetary  and  time  constraints  allow, 
this  method  should  be  used,  either 
alone  or  in  combination  with  another 
method. 

the  soldier  about  various  aspects  of  his 
performance.  For  example  you  may 
say,  "Is  that  step  always  done  that 
way?"  or  "Can  you  do  anything  else  at 
this  point?" 

Describe.  Same  as  Method  1. 

Note:  More  than  one  soldier  should  be 
observed/interviewed  ideally  in  more 
than  one  location. 

(4) 

Self- 

When  on-site  interview/observation  is 

Reconstruct  task  performance.  Here 

Performance 

not  possible.  This  method  is  not 
recommended  because  it  is  very  dif¬ 
ficult  to  be  objective  and  to  note 

you  mentally  reherse  or  actually  per¬ 
form  the  task  yourself. 

Describe.  Same  as  Method  1 . 

every  step. 

When  a  final  check  is  desired.  This 

method  can  be  used  as  a  final  check 
on  another  method. 
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from  block  17 


Circle  M*tttod(t)  of 
Obtaining  Task 
information 
(Section  8  on  T.A. 
Worksheet) 


I 

to  block  19 


•  For  example,  ua  below. 


Whx it  doz6  tkz  Taak  Analytic  WoA-kikzeX  look  Like.  u)h.zn 
meXhod  o£  obtaining  Incarnation  koa  been  Ae.coA.dzd? 


Example: 


ISO  1.3  TASK  ANALYSIS  WORKSHEET 

1.  MOS 

2.  Skill  Laval 

3.  Data  Analyzed 

5.  Analyst's  Name/Offite  Symbol 

|  6.  Method  o(  Obtaining  Information  (Od*  as  many  as  appropriate) 

(jteview  of  Information^ 

Consansus  Group 

^On-Site  Iniervifw/Obaarvation'^ 
Saif  Partoimanca 

?.  Task  Number  l|.  Taik  Statamant 

9.  Initialing  Cues  J 

1 10.  Conditions  j 

[  1 1  Standards 

*  Pap _ oi _ Pay* 


Orf*#<  iSpacrf*) 

Tt?  fWlerenceVTips 


from  block  18 


Dattrmint  Cum  Which 
Imtiata  Tick 
ftrloiiniMt 


to  block  20 


•  ThtM  cun  signal  the  liogmning  ol  <  us* 

•  For  further  explanation  and  guidance  in  identilvinj  cu«.  tae  betnw 


How  do  I  dnX.QAmi.no,  the.  cllqa  wkic.k  initiate.  tcu>k 
pOAfiosimancQ.? 

•  Ask  the  soldier,  “How  do  you  know  when  to  begin  task  performance?’’ 

•  Identify  the  state  of  affairs  or  occurrences  that  determine  when  the  soldier  begins 
to  perform  the  task  in  his  job  situation.  Cues  are  often  dependent  upon  condi¬ 
tions  (see  block  21)  so  you  actually  want  to  consider  them  together.  For 
example: 

For  a  wheeled  vehicle  mechanic,  a  flat  tire  on  a  vehicle  that  he  was 
supposed  to  repair  would  be  a  cue  that  should  result  in  his  changing 
the  tire  or  repairing  the  tire.  Other  cues  and  conditions,  such  as 
length  of  time  before  the  vehicle  must  be  driven,  location  of  the 
vehicle,  and  availability  of  a  spare  tire,  would  determine  which  of 
several  actions  he  should  take;  that  is,  whether  he  should  change 
the  tire  and  possibly  repair  it  later,  or  whether  he  should  immedi¬ 
ately  repair  the  tire. 

—  Obviously,  many  different  cues  could  initiate  performance  of  the  same  task. 
What  is  important  in  your  task  analysis  is  to  identify  those  cues  which  a 
soldier  can  recognize  on  the  job  and  respond  to  appropriately.  For  example: 

If  the  engine  of  a  1/4-ton  truck  does  not  “crank,”  this  is  a  cue 
for  the  wheeled  vehicle  mechanic  to  check  the  battery  and  battery 
cables.  However,  if  the  vehicle  engine  will  not  start  and,  as  a  result, 
the  mechanic  changes  the  tire,  he  has  not  done  his  job  satisfactorily 
even  if  he  did  a  perfect  job  of  changing  the  tire.  He  has  responded 
inappropriately  to  certain  cues. 


from  block  19 


RKOrdCttf*  Which 
Initiate  Tak 
Nrlormanca 
ISaction  9  on  T.A. 
Workahaat) 


•  For  example,  set  below. 


to  block  21 


from  block  20 


to  block  22 


•  Tb«  tondiVom  surtmtnf  asiiblnftM  th#  phynul  Mttinf  tp  nftich  tb*  latk  n 
p*rtorm*d,  uttf  the  ok  tax  >  tquipmnt  tnd  tupptm. 

«  Far  furthtr  Mpixaiion  »nd  guidtnet  m  identifying  condition.  M  Mow. 


How  do  I  deX-CAmcne.  the.  conduLtLovu*  o£  £cu>k  peAfioAmance? 

•  Ask  the  soldier,  “What  tools/equipment,  etc.  do  you  normally  have  to  do  this  task?” 

•  Identify  everything  in  the  on-the-job  environment  which  significantly  affects  task 
performance  These  conditions  must  be  so  specific  that  you  can  observe  their 
effect  on  task  performance.  Many  conditions  can  be  derived  from  the  job  descrip¬ 
tion  itself.  Chart  below  shows  items  to  be  considered  in  stating  task  conditions. 


Items  to  be  Considered  in 

Statement  of  Task  Conditions 

Examples 

1.  Tool*  and  equipment  ammunition  used  to  per¬ 
form  the  task.  Use  identification  numbers  where 
appropriate 

1.  Cleanroom  overalls 

2.  Lead-lined  gloves 

3.  A-70  aircraft 

4.  Soldering  iron 

2.  Special  job  aids  and  manuals. 

1.  Procedural  checklists 

2.  Technical  manuals 

3.  Kind  and  amount  of  supervision  and  assistance 
normally  available  during  task  performance. 

1.  Job  holder  performs  task  completely 
independent  of  assistance  from  others. 

2.  Task  performed  under  close  supervision. 

3.  Task  performed  as  a  member  of  a  team. 

4.  Special  physical  demands  of  the  task . 

1.  Crowded  working  conditions. 

2.  Unusual  or  prolonged  physical  exertion. 

3.  Kneeling  or  squatting. 

4.  Unusually  cramped  position. 

5.  Environmental  conditions  that  influence  task 
completion. 

1.  Weather  (tropical,  arctic,  desert) 

2.  Light  intensity  (night  time) 

3.  Noise  background. 

6.  Location  of  performance. 

1.  Air  conditioned  building. 

2.  Outdoors 

3.  Direct  support  maintenance  van. 

4.  Field  or  garrison  environment. 

NOTE: 


CUES  AND  CONDITIONS  ARE  INTERRELATED 


It  is  possible  to  have  different  sets  of  cues  and  conditions  for  the  same  task  when  it 
is  performed  in  different  situations. 

In  order  to  simplify  the  task  analysis  you  should  record  only  the  most  typical 
cues  and  conditions.  If  there  is  more  than  one  set  of  equally  typical  cues  and  conditions 
and  each  set  causes  task  performance  to  change  significantly,  then  you  should  consider 
doing  task  analysis  for  each  situation  and  renaming  each  new  task. 

For  example,  if  you  are  given  the  task  statement:  Administer  artificial  respiration, 
you  will  quickly  realize  that  there  are  two  distinct  methods  to  choose  from  (each  with 
minor  variations),  depending  on  the  situation.  If  the  casualty  has  no  severe  facial  injury 
you  will  perform  the  mouth-to-mouth  method.  However,  if  he  does  have  severe  facial 
injury,  you  will  recognize  that  as  a  cue  to  perform  the  chest  pressure  arm -lift  method. 
Because  the  performance  steps  for  each  major  method  are  completely  different  you 
really  have  two  different  tasks.  (The  minor  variations  within  each  method  of  course 
are  treated  within  a  single  task  because  the  overall  performance  is  basically  the  same.) 

Determining  which  situation  to  select  for  task  analysis  and  knowing  when  to  break 
a  task  into  two  tasks,  (or  combine  two  tasks  into  one),  is  a  matter  of  judgment  based 
on  guidance  from  your  command  and  your  own  experience. 


from  block  21 


Record  Conditions  of 
Task  Performance 
(Section  10  on  T  A. 
Worksheet) 


•  f  or  example,  see  below 


to  block  23 


tihcut  do&A  the.  Tcu>k  AnalyAtA  Wosiluke.aX.  took  Like,  whzn 
tciAk  conditio  yu>  have  been  necon.ded. 

Example: 


ISO  1.3  TASK  ANALYSIS  WORk  IEET 

1  1.  MOS 

83E 

2.  Skill  Level  : 

1 

3  Date  Analyzed 

S«'p*_onber  21, 

5.  Analyst's  Name/Office  Symbol 

S PC  ALLEN  SHTH/ITAD 

6  Method  of  Obtaining  Information  (Circle  as  many  as  appropriate) 

(^Review  oi  Information""^  (En  Sue  interview'Obser.  iioiT^ 

Consensus  Group  Self  Performance 

|  7.  i  ask  Number 

8.  Task  Statement 

9.  Initiating  Cues 

10  Conditions  i 

11  Standauls 

1  441-18U 

1004 

* 

Administer  irtificial  respiration  by  mouth- 
to-mrxith  method. 

Discovery  o:  ar 
unjouscuxjs  casualty 
with  weak  pul re.  no 
breo-thmj,  no  severe 
facial  vxjur  i 

Performed  in  all 
clmatic  ccndit  1ms,  1 
generally  outdoors ,  | 

nor — toxic  atntnsphr Tu  | 

from  block  22 


How  do  I  deX&iminc.  the,  &u>k  AtandasidA? 

•  Ask  the  soldier,  “How  do  you  know  you  have  done  the  task  correctly?” 

•  Identify  the  aspects  of  the  task  whicn  give  proof  of  proficient  performance 
on-the-job.  These  task  standards  must  be  clear  enough  to 

—  let  the  soldier  know  what  is  expected  of  him  on  the  job 

*—  provide  a  basis  for  evaluation  of  his  performance  on  the  job. 


♦The  task  standard  which  appears  in  the  Soldiers  Manual  is  a  statement  of  how  well  a  task  musi 
be  performed  on  the  job  regardless  of  the  cost,  time,  or  safety  hazards  involved  in  performing  the 
task.  Sometimes,  especially  with  combat  tasks,  the  task  standard  is  not  used  to  actually  measure  task 
performance  testing  situation.  However  for  purposes  of  task  analysis  you  want  to  record  the  on-the- 
job  standards— not  training  standards  and  not  testing  standards 


B-35 


Decide  whether  task  is  a  process,  product  or  combination  process/product  so 
that  you  know  which  type  of  standards  to  look  for. 


PROCESS  TASK 

PRODUCT  TASK 

COMBINATION  TASK 

1.  Performance  of  task  does  not 
leave  a  readily  observable 
product. 

Example:  Perform  a  drill 
ceremony  in  proper  sequence. 

2.  Failure  to  use  the  correct 
process  could  result  in  damage 
to  equipment  or  danger  to  the 
soldier  or  others. 

Example:  Defuse  a  defective 
bomb  within  30  seconds. 

1.  The  product  is  observable  and 
can  be  inspected. 

Example:  Dig  a  trench  5  ft. 
deep  and  25  ft.  long. 

2.  The  process  by  which  the 
product  was  produced  cannot 
be  easily  observed. 

Example:  Prepare  trip  report. 

3.  The  procedure  leading  to  the 
product  can  vary  without 
affecting  the  product. 

Example:  Complete  parts 
order  from  #17756. 

1.  Although  the  product  is  more 
important  than  the  processes 
that  led  to  its  completion,  there 
are  critical  points  in  the  processes 
which,  if  misperformed,  may 
cause  damage  to  personnel  or 
equipment. 

2.  The  process  and  product  are  of 
equal  importance. 

Example:  Drive  a  motor  vehicle 
cross  country  without  accident  in 
10  days.  (If  a  task  requires  that 
a  motor  vehicle  be  driven  from 
Point  A  to  Point  B,  the  existance 
of  the  vehicle  at  Point  B  could 
provide  a  product  standard. 
However,  since  the  driver  might 
have  run  10  other  vehicles  off 
the  highway  in  the  process,  the 
product  standard  alone  would 
not  be  sufficient). 

Standard  described  in  terms  of: 
Sequence 

Completeness 

Accuracy 

Speed  of  performance 

Standard  described  in  terms  of: 
Accuracy 

Tolerances  (range) 

Completeness 

Format 

Clarity 

Number  of  errors 

Quantity  (number  of  work 
units  produced  per  time 
unit) 

Standard  described  in  terms  of 
both  process  and  product. 
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NOTE: 


NOTE: 


To  simplify  writing  the  standards  statements,  often  a  number  of  implied 
standards  are  not  included  in  the  documentation.  Some  of  these  implied 
standards  are  “complete  and  accurate,”  “submitted  on  time,”  and  “correct 
solution.”  Thus,  for  some  tasks  the  standard  is  implied  in  the  task  statement 
but  need  not  be  listed  as  a  separate  item. 

Task  standards  are  the  same  for  all  situations,  with  the  exception  of  speed  of 
performance,  e.g.,  more  time  may  be  allowed  for  task  performance  in  a  black¬ 
out  situation.  If  speed  of  performance  is  not  a  relevant  standard  do  not 
record  it.  If  speed  is  a  relevant  standard  and  it  is  affected  by  the  situation, 
record  the  standard  for  both  situations. 


from  biock  23 


it 


to  b'nr  fc 


( jJkaX  doc*  the  Teak  kmJLtji>u>  Wofikahcct  look  like.  u)k en 
teuk  4tandaA.dU>  have  been  fizcon.do.d7 


Example: 


from  block  24 


Otiwflim*  R»tet»ncM 
Md  Training  T ips  10 
Be  Recoidtd 


to  block  26 


•  R«t«ienc«  include  TM*.  FM*.  othei  wu'C»  of  usk  pgitormanc*  information 

•  Tinning  tipi  include  Rulas  ol  thumb,  safety  precautions,  etc 

•  For  further  explanation,  see  below 


WkaX  /L£/$eAettc.&6  and  training  tipi,  should  be  fio.c.oadnd 
{^on.  this  ta6k? 


•  REFERENCES 


—  The  purpose  of  recording  references  on  the  Task  Analysis  Worksheet  is  to 
provide  the  soldier  with  additional  study  materials.  Therefore  you  should 
list  all  the  primary  study  materials  which  you  have  reviewed.  Be  sure  they 
are  up  to  date,  relevant,  and  available  to  the  soldier  in  most  locations. 

—  Include:  reference  number,  title,  paragraphs,  page  numbers,  publication  date. 

—  Record  the  references  in  rank  order  of  usefulness.  That  is,  if  you  found  four 
sources  which  meet  the  criteria  of  being  up  to  date,  relevant  and  available,  but 
some  were  clearly  better  than  others,  record  them  in  the  order  you  would 
want  the  soldier  to  seek  them  out.  This  is  a  matter  of  judgment;  however, 
since  the  soldier  is  likely  to  check  only  one  reference  beyond  his  Soldiers 
Manual,  you  will  be  guiding  him  to  the  best  first.  If  it  isn’t  available  he  can 
go  down  through  the  list  until  he  finds  the  next  best  reference  available. 


Include  the  following  types  of  references: 


TEC  Lessons 
Slide  Kits 
Slides 
Recordings 
TV  Tapes 
DA  Regulations 
Supply  Bulletins 
Tables  of  Allowances 


Technical  Bulletins 
DA  Circulars 
DA  Pamphlets 
DA  Posters 
Field  Manuals 
ROTC  Manuals 
Suppiy  Manuals 
Lubrication  Orders 


Technical  Manuals 
Training  Circulars 
Army  Training  and  Evaluation 
Programs 

Firing  Tables  and  Trajectory  Charts 
Tables  of  Organization  and 
Equipment 

Correspondence  Courses 


TRAINING  TIPS 


—  The  purpose  of  recording  training  tips  in  the  same  column  as  the  references 

is  to  document  any  information  needs  that  are  not  covered  by  the  task  condi¬ 
tions,  cues,  standards,  and  elements  (to  be  recorded  next),  or  by  the  references. 
Training  tips  include  such  things  as  “tricks  of  the  trade,”  “rules  of  thumb”  and 
precautions  to  prevent  injury,  damage,  or  performance  error. 

—  If  the  references  you  have  listed  contain  all  the  necessary  information  and 
you  are  sure  they  are  available  to  the  soldier,  there  is  no  need  to  record 
training  tips;  the  references  will  be  sufficient. 

—  Caution:  Do  not  confuse  training  tips  with  steps  in  performance,  or  standards, 
e.g.,  “be  sure  to  tighten  all  screws,”  this  is  a  step.  The  tips  would  be,  “Severe 
damage  will  result  if  screws  are  not  tightened.” 
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to  block  25 


Record  Rttarances  and 
Training  Tip* 

{if  Appropriate! 

{ Sac t ion  12  on  T.A. 
Worksheet) 


•  For  exemplt.  Me  below 


to  block  27 


WhaX  do e&  the  T<uk  Analyili  WoTikikeet  look  like  when 
taik  ne{oAene<M>  and  training  tip.6  have,  been  neeotided? 

Example: 


ISO  1.3  TASK  ANALYSIS  WORKSHEET 

1.  MOS 

BJE 

2  Skill  Level 

1 

3.  Date  Analysed 

September  21,  1978 

*  Page  1  ol  •  Pages 

5.  Analyst's  Namt/Offtce  Symbol 

SFC  ALLEN  fMIWrrAD 

6.  Method  ot  Obtaining  Information  (Circle  at  many  as  appropriate! 

Cfleview  of  lnformatiyju>  COn  Site  Inttrview/Observation^  Other  (Specify! 

Consensus  Group  Sell  Performance 

7.  Task  Number 

8.  Ta«k  Statement 

9.  Initiating  Cues 

10  Conditions 

11  Sttndjrds 

12  Reterences/Tipi 

44I-ISH 

1004 

&±ni/iisfcc?r  artificial  respiration  by  mouth- 
to-mouth  method. 

Discovery  of  an 
unconscious  casualty 
with  weak  pulse,  no 
breath  i/vt,  no  stwrc 
facial  wrunds 

Performed  in  all 
climatic  venditions, 
-joner.illy  outdoors, 
noo-toot ic  atmosphere 

Within  20  sect  intis 
casualty  will  be 
examined,  his  air 
IU5SA>H>  will  l> 
cleared,  and  mouth* 
tii-mouUi  resuscita¬ 
tion  will  tie  st.art«xl 

JN  22-J3 

First  Aid  for 

Soldiers,  vSiaptcr  ' 

nr  <mi-44;-oov.r 

Basic  First  Aid 
Measures :  Rest  nr  i  r>  t 
*hc  Br>’athi:>: 

tyien  a  casual  *  y 
bruins  tn  breathe 
for  himself,  he  will 
lutrrvtt  i >.M  1 1  y  r<  *s  i  sr 
resusci  t.nsi.n  ■  :  -Tts 

Rrrfiires  .::h  •.|t»jr«»- 
of  I'txiurance 

B.41 


from  block  26 


Study  Guidelines  tor 
Writing  Task  Element 
Statements 


to  block  28 


•  Thu  section  begins  the  process  of  describing  how  the  task  is  actually 
performed 

•  Tor  guidance  m  writing  task  element  statements,  see  below 


How  do  I  mite.  taAk  element  6tatme.nti? 

—  Think  of  the  task  elements  as  step-by-step  directions  and  guidance  to  the  soldier. 
They  give  a  physical  description  of  exactly  what  the  soldier  must  do  to  success¬ 
fully  perform  the  task. 

—  In  block  10,  p.  B-14,  a  list  of  characteristics  of  well-written  task  statements  was 
given.  All  but  one  of  these  characteristics  of  tasks  are  also  characteristics  of 
elements.  The  last  characteristic  listed  for  tasks  (number  6)  points  out  the  major 
differences  between  a  task  and  an  element.  These  differences  are: 

1.  Tasks  are  not  components  of  a  procedure.  Elements  are  always  ccm- 
ponents  of  a  procedure. 

2.  In  the  eyes  of  the  soldier,  a  task  is  performed  for  its  own  sake  in  the  job 
situation.  An  element  is  one  step  in  the  performance  of  a  task. 

—  Review  the  guidelines  1  thru  5  on  p.  B-14  thru  B-21  and  apply  them  to 
each  task  element  statement. 

—  Determine  the  appropriate  level  of  detail  in  breaking  out  the  steps;  that  is, 
break  the  task  down  into  specific  elements  to  the  point  where  the  soldier  can 
accomplish  the  task  by  following  the  written  procedure.  When  in  doubt  it  is 
better  to  record  too  much  detail  than  not  enough. 


from  block  27 


Deurnun*  Whether  T«jk 
a  Fixwl  Patti/ Mttmatt 
Scquinci  or 
Combination 


to  block  29 


•  fixed  path  tasks  are  always  performed  in  the  same  procedural  sequence 

•  Alternate  sequence  tasks  are  performed  in  a  non  procedural  sequence. 

•  Combination  tasks  have  elements  which  are  performed  in  both  procedural 
and  non  procedural  sequence 

•  For  further  explanation,  set  below 


How  do  I  dotoAmino.  whotkoA  tc Life  it>  poA^onmcd  in  a 
faixed  A2.qu.mcQ.,  -in  an  aitoAnatc  AQ.qu.mco.,  ox.  a 
combination  ofi  both? 

•  Just  as  important  as  knowing  what  the  elements  are  is  understanding  the  rela¬ 
tionships  between  elements.  The  elements  within  a  task  will  be: 

1.  fixed  sequence— the  steps  are  always  done  in  the  same  order,  such  as 
“mount/dismount  AN/PVS-2  on  M16A1  rifle.” 

2.  alternate  sequence— the  specific  situation  encountered  determines  the  appro¬ 
priate  sequence,  such  as  “Formally  counsel  subordinates  on  substandard 
performance.” 

3.  a  combination  of  both— most  of  the  steps  follow  a  predetermined  sequence, 
however  decisions  made  during  task  performance  result  in  the  addition  or 
deletion  of  certain  steps,  such  as  “Troubleshoot  disabled  field  radio.” 

•  As  you  obtain  information  about  task  performance,  ask  this  question:  “Is  the 

task  always  performed  in  this  sequence?” 

—  For  many  hard  skills  (operator  tasks)  the  answer  will  be  yes.  Then  you  have 
a  fixed  sequence  task. 

—  For  many  soft  skills  (manager /supervisor  tasks)  the  answer  will  be  no.  Then 
you  have  an  alternate  sequence  or  possibly  a  combination  task. 

—  For  many  maintenance  tasks  the  answer  will  also  be  no.  Many  of  these  tasks 
are  combination. 
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1 


from  block  2b 


Arc  the  task  afamanti  always  parto'mati  m  (hi 
urn *  (woe aduuN  wQiMflCi7 


•  Task  efemanu  an  the  procedural  itapi  m 
the  performance  of  a  (ask 

•  Foi  pjidanca  in  datar  mining  and  recording 
task  aliments,  see  befow 


How  do  I  dutinmuKL  and  n.e,c.on.d  the,  taAk  etejmentA? 

•  This  part  of  the  task  analysis  is  best  accomplished  by  observing  another  person 
perform  the  task.  If  you  have  already  reviewed  task  information  and  made  a 
rough  draft  of  the  elements,  you  can  simply  check  them  off  as  you  see  them 
performed,  making  additions  and  deletions  as  necessary.  If  you  have  not  made 
the  rough  draft,  simply  record  the  steps  in  procedural  order  as  you  observe 
them  being  performed. 

•  If  you  are  observing  the  task  as  it  is  performed  you  will  not  have  time  to  be  con¬ 
cerned  with  the  correct  format  and  phrasing  of  the  element  statements.  How¬ 
ever,  at  some  point,  when  you  have  time,  be  sure  to  check  them  over  according 
to  the  guidelines  given  for  writing  task  elements  in  block  27,  p.  B-42. 

•  Expanded  explanation  is  permissible  to  make  each  element  clearly  understood, 
element  clearly  understood. 

•  If  the  task  is  performed  by  a  variety  of  procedures,  select  and  record  the  steps 
by  which  the  most  inexperienced  soldier  in  that  skill  level  could  achieve  task 
proficiency.  Be  sure  this  procedure  matches  the  task  conditions  and  cues  which 
you  have  already  recorded. 

•  Expect  to  do  some  erasing  and  crossing  out  before  you  are  finished.  Remember 
that  the  Task  Analysis  Worksheet  is  exactly  that— a  worksheet  on  which  to 
collect  and  verify  information. 


B.44 


What  doea  the  Teak  Analytic  Woakaheel  look  like,  when 
ail  teak  elements  have,  been  n. eeonded  j \oh.  a  fiixed 
sequence  teak? 


Example: 


ISO  1.3  TASK  ANALYSIS  WORKSHEET 

1  MOS 

2  Skill  Level 

3  Data  Analy/ad 

S.  AnKyH't  Npme/OlHct  Symbol 

SFC  ALLfcN  aUTH/ITAD 

6  Method  o»  Obtaining  Information  t Curie  m  many  at  appropnattl 

Rfview  o*  Information  On  Site  IntervWObservaiion 

Consensus  Group  Sail  Parformantt 

7  Tart  Numbar 

8  Task  Statamant 

9  Initiating  Cu« 

10  Conditions 

1 1  Standards 

051-191 

1212 

Load,  unload,  and  clear  the  M20J  jr'made 
launcher. 

4  Page _ 0<  _ 


12  Raferenc*l/Tips 


16  Initialing  CuM 


19  flaferances/Tipi 


8.45 


from  block  29 


from  block  30 


to  block  33 


Numb«r  Elements  by 
Ptrformance  Order  in 
Section  13  on  T.A. 
Wotkth«t 


to  block  32 


•  for  forthei  explanation  and  guidance  in 
numbenng  elements,  see  below 


Houj  do  1  numbeA  tf te  task  etmeniA  by  peA^omance 
otideA  on  the.  Tcu>k  AnalyA-ii  Wofikt>he.eX? 

1.  Once  the  task  elements  have  been  identified,  the  next  step  is  to  sequence  each 
element  in  the  order  that  it  will  be  performed,  that  is,  what  must  be  done 
first,  second,  third,  etc.  Frequently,  many  steps  seem  to  be  done  simultaneously 
or  appear  to  have  no  particular  order  of  performance.  You  must  use  your  own 
judgment  in  listing  the  elements. 

2.  Check  over  the  elements  again  to  be  sure  you  have  them  listed  in  their  most 
usually  performed  order. 

3.  Number  each  element  sequentially,  i.e.,  1,  2,  3,  4,  5,  6,  7,  8,  9,  etc.,  unless 
you  can  easily  determine  that  some  steps  are  substeps  of  other  steps,  as  with 
the  example  given  on  p.  B-47.  Steps  and  substeps  can  be  numbered  using  the 
decimal  number  system. as  in  the  example  on  the  next  page. 


from  block  29 


to  block  33 


from  block  31 


32 

!  Record  "Fixed 
I  Sequence"  m  Section  16 
!  on  T.A.  Worksheet 


•  (n  a  hxed  sequence  task  the  initiating  cue 
lor  an  element  is  the  completion  o<  the 
p«~~— .*  step,  or  the  task  cue  itself. 
Therefore,  cues  need  not  be  recorded  tor 
individual  elements. 

•  For  guidance,  see  below 


What  aj>  the  puapose  fiecoacLing  "faxed,  sequence" 
undeA  cu.eA  and  what  doe*  this  look,  tike  on  the 
Task  Analysts  Worksheet? 

•  Because  this  task  is  always  performed  the  same  way  there  is  no  need  to  record  a 
separate  cue  for  each  element.  The  whole  task  cue  initiates  performance  of  the 
first  step,  and  the  cue  for  each  subsequent  step  is  the  completion  of  the  previous 
step.  (This  is  the  easiest  type  task  to  analyze.)  The  words  “fixed  sequence”  will 
identify  this  type  of  task  at  a  glance  to  anyone  reviewing  the  completed  Task 
Analysis  Worksheet. 

Example: 


13.  Fitment  Number 


1 

1.1 

1.2 

1.3 


2 

2.1 
2.2 
2. 1 


15-  Element*  ISteptl 


Load  the  weapon. 

Depress  the  barrel  ljtch  and  slide 
l>arrei  forward. 

Fully  insert  round  into  barrel. 

Slide  barrel  rearward,  lockirvj  it 
to  the  breach. 

Place  safety  in  safe  position. 

Unload  the  weapon. 

Same  as  1. 1 

Round  automatically  ejects. 

Sant  :  «  1.1 


16  Initiating  Cues 


Fixed  Sequence 


19  Reference*' Tip* 


3.1 


Clear  the  weapon. 

Same  as  1.1 

Keep.nq  weapon  pointed  down  ranqe, 
look  into  the  barrel  to  insure  there 
is  no  round  or  crrtritije  case  in 
the  barrel. 

Same  as  1 . 3 


B-48 


from  block  29 


to  block  34 


•  Th*  task  is  aHeumt  palti  u>  tue  •  ■naliun 

•  All  task  dementi  nmti  be  identified  even  tb^oqti  ttie>  -oay  nut  be  included 
>n  each  task  pedot  nance 

•  For  fmihn  explanation  see  be<o* 


How  do  I  deXeAMtm  the  eZementh  o{  an  alternate 
62.que.nce  on.  combination  ta6k? 

•  As  you  observe  task  (again  observation  is  the  best  way  of  obtaining  information 
about  elements)  write  down  every  step  the  soldier  performs.  (You  could  also 
do  this  as  you  read  about,  discuss  or  self-perform  task). 

•  Next,  ask  the  soldier  how  different  conditions  and  cues  would  affect  his  perform¬ 
ance  (“Is  the  task  always  performed  this  way?”)  Write  down  alternative  methods 
of  task  performance. 

Later,  when  you  have  completed  your  observation/interview: 

•  Diagram  (flowchart)  the  task  elements  on  a  clean  sheet  of  paper.  At  first  you 
may  find  this  difficult,  but  it  is  the  best  way  to  be  sure  no  steps  are  left  out. 

1.  Draw  a  rectangle  for  each  element,  record  a  brief  description  of  action  in  the 
rectangle  and  connect  rectangles  with  lines  to  show  sequence. 

2.  Draw  a  diamond  for  each  decision  (new  cues),  and  record  a  question  in  diamond. 
(This  occurs  whenever  alternative  steps  occur) 

•  Compare  this  diagram  with  the  elements  you  recorded  on  the  Task  Analysis 
Worksheet. 

•  Revise  your  list  of  elements,  your  flowchart,  or  both,  until  you  have  a  perfect 
match. 

•  Number  each  rectangle  on  the  diagram.  Follow  the  normal  job  order  in  so  far 
as  possible.  The  numerical  order  you  assign  will  structure  the  order  of  your  list 
of  elements  and  will  make  your  list  more  understandable  to  others. 


B-49 


Whcut  doet  an  alternate  sequence 
look  like.  cohen  the  i>tepi>  have 


on.  combination  tat>k 
been  falobochanted? 


Administer  artificial  respiration  by  mouth  to  mouth  method 


\ 


NfjTf  2  The  det  s'on  rlMimimls  an?  cues  fti  the  next  step  to  IdUuk,  thpichne  u-py  arp  nnt  inimheieri  Tu  tee  hnvy  decisions 
Ate  itKWpnMtnl  -"In  the  elements  InnV  .it  element  4  nt  the  next  example.  page  B 


8.50 


mm 


BE*  [Ssr  «nt^r-  . 


from  block  33 


Record  an  Action 
statement  toi  Each 
Element 


to  block  35 


•  Action  ttatementt  aie  recorded  in  the  order  m  which  they  ere  molt 
frequently  performed 

•  For  further  explanation  and  guidance,  ue  below 


Hou)  do  I  accord  the  clmcntA  ofi  an  alten.  native. 

-frequence  on.  combination  tcu>k? 

•  Record  all  elements  in  the  same  order  by  which  you  numbered  them  on  the 
flowchart  diagram. 

•  Whenever  an  alternative  step  may  be  taken,  indicate  which  numbers  to  follow 
by  rephrasing  the  question  in  the  decision  diamond  and  directing  the  soldier  to 
the  step  he  should  take.  (Note  the  last  step  on  page). 

Example: 


t3.  Element  Number 


IS.  Element*  (Steps) 

Determine  i!  there  is  a  fxilse. 

sun  It  y  xs  his  buck. 


Clour  airway  of  obstructions. 


Open  mouth,  run  finqers  down  the 
inside  of  Lower  cheeks ,  over  1m so 
of  tonque,  and  into  throat. 

ftove  fintjers  across  the  back  of  the 
threat  with  swcpinij  to 

remove  any  vamt,  mucus  or  forei m 
bodies. 


Fhlarqe  airway — head  tilt. 

Tilt  head  back  so  chin  is  in  jutf  inq- 
out  position. 

Place  rolled  blanket,  poncho,  etc., 
under  casualty's  hoad  to  help 
nvu.nta.in  vositv<*\.  if  successful, 
qo  to  Step  7. 


19  Reteiencei/Tip* 


B.51 


from  block  34 


36 


s' - 

^ - -v 

l  Kumb*i  fclatmim  b>  J 

Putoonanc#  Oidtf 

ISaction  13 

orTA 

Wofkshtat) 

to  block  36 


How  do  1  n. eao^id  the  numbeA  ofa  element*  ^on 
alternate  sequence  and  combtnatlon  toL*k*? 

1)  Check  one  more  time  to  be  sure  the  elements  are  in  as  normal  order  as 
for  this  type  of  task. 

2)  Record  numbers  as  explained  in  block  31,  p.  B-46. 

Example: 


13.  Clamant  Mumbai 


3 

3.1 


3  b  Elements  (Steps) 


Determine  if  there  is  a  pulse. 


Position  casualty  on  hi^  back. 


•  of  obstructions. 


Often  mouth,  nin  f  »jers  down  tin* 
inside  of  liwr  cheeks,  over  base 
<•> f  torvpjr,  and  into  throat. 

Mrw  fu>K*rs  .icr'^s  the  back  of  the 
throat  with  swevpinu  mot  ion  to 
rtanewe  any  vtjrut,  mucus  or  ton ‘ion 
Indies. 


16.  Initiating  Cues 


4  Kn  lar  (e  a  i  rway — bead  tilt. 

4  .  Tilt  head  Utck  s n  chin  is  m  ’u»tinc|-| 

out  fijsitKxt 

Place  rolled  blanket,  ptaicho,  etc., 
urak’r  casualty's  hi.Mil  to  help 
-viintain  .edition.  If  successful, 

K’  to  Step  7. 


■f: 


from  block  35 


How  do  1  determine  and  second  tke  cu.eJ>  {^on  eaek  element? 

•  Refer  to  Block  21  of  this  job  aid  for  more  information  about  initiating  cues. 

•  Adequate  task  performance  clearly  consists  of  more  than  performing  the  task 
elements.  The  correct  order  and  appropriateness  of  performance  of  each  element 
depends  upon  recognition  of  cues  and  upon  knowledge  of  the  correct  response 
to  each  cue.  In  an  alternate  sequence  or  combination  task,  the  situation  may 
change,  which  may  cause  the  cues  to  change.  In  other  words,  the  cue  for  each 
step  will  not  always  be  the  completion  of  the  previous  step  as  in  a  fixed  sequence 
task.  Decision  points  in  the  task  will  usually  present  new  cues. 

•  Therefore,  you  will  have  two  ways  of  recording  cues: 

1)  Statement  of  the  new  cue  after  each  decision  point. 

2)  The  words  “same  as  task”,  when  cue  is  the  one  which  initiates  the  first  step 
of  task  performance,  or  is  the  completion  of  the  previous  step. 


t3.  Elcnwnt  Numtwr 


1 


2 


IS.  Eltmtfttf  (Slaps) 


Determine  if  there  is  a  pulse. 


Position  casualty  on  his  back. 


16  Inummj  Cuts 


\1 


Sure  as  task 


Weak  pulse  verified 


Condition* 


18.  Standards 


19  Ralaraftcrs/Tips 


3 


Clear  airway  of  destructions • 


Sane  as  task 


Open  mouth,  run  fingers  down  the 
inside  of  lo^r  cheeks,  over  base 
of  tongue,  and  into  throat. 


Mow  fingers  across  the  back  of  the 
throat  with  sveeping  motion  to 
remove  any  vcmit,  mucus  or  foreign 
bodies. 


4 


Enlarge  airway-— head  tilt. 


Sane  as  task 


Tilt  head  back  so  chin  is  in  lutting- 
cwt  position. 


Place  rolled  blanket,  poncho,  etc., 
under  casualty’s  head  to  help 
maintain  position.  If  successful, 
go  to  Step  ?, 


•54 


from  block  36 


I 


Oeuimmt  and  Record 
Conditions  lor  Each 
Element  (Section  I  ?. 
T.A  Worksheet) 


to  block  38 


•  Fat  1urth«c  explenetion  and  juidanci  in  determining  and  recording 
Yemeni  conditions,  see  below. 


Hou)  do  l  determine  and  ^teco^d  the  conditions  fion 
each  dement? 

•  Block  21  explains  how  to  determine  the  whole  task  conditions.  The  same 
guidance  applies  to  element  conditions,  except  now  you  want  to  be  more 
specific. 

•  List  only  those  conditions  which  apply  to  the  particular  element  you  are  con¬ 
sidering.  In  other  words,  if  the  task  is  performed  in  a  field  hospital  there  is 

no  need  to  repeat  the  location  with  each  step;  however,  if  various  surgical  instru¬ 
ments  are  used  they  should  be  listed  specifically  with  the  element  in  which  they 
are  used. 

•  Therefore  you  will  have  two  ways  of  recording  conditions. 

1 )  Statement  of  conditions  which  apply  only  to  specific  steps. 

2)  The  words  “same  as  task”  when  conditions  are  same  as  task;  or  “same  as 
(element  number)”  i.e.,  “same  as  step  3”  when  conditions  have  been  listed 
sepcifically  for  a  previous  element. 


B-55 


from  block  37 


Dctmrvrw  *nd  Record 
Sl*nd»f(fa  f  of  Each 
Element  (Section  18. 

T  A  Woikjheetl 


to  block  39 


•  For  guidtnct  in  determining  »nd  r«oi<Jmg  standards,  sac  below 


Hou)  do  I  det&wtne.  and  aac-ond  the.  eJLeme.nt  Atanda/id? 

•  The  guidance  given  in  block  23  for  whole  task  standards  applies  when  you  are 
describing  standards  for  the  separate  elements. 

•  For  some  task  elements  there  may  be  no  observable  indications  that  the  step 
has  been  performed  correctly.  (This  is  particularly  true  with  soft  skill  tasks).  In 
these  cases  you  may  list  as  a  standard  a  statement  of  the  purpose  of  the  step. 
Take  this  element  from  a  supervisory  task  as  an  example: 

Element:  Informs  the  individual  concerned  of  the  occurrence  and/or  purpose 
of  the  observation. 

Standard:  Prevent  misunderstanding  on  the  part  of  the  individual. 

•  If  the  element  standard  is  clearly  implied  by  the  task  standard,  such  as,  “perform 
without  error,”  it  need  not  be  recorded. 

•  Therefore,  you  will  have  two  ways  of  recording  standards: 

1)  Statement  of  standard  or  purpose  of  step. 

2)  The  words  “same  as  task”  when  element  standard  is  implied  by  the  task 
standard,  or  “same  as  (step  number)”  when  standard  is  the  same  as  a 
previous  element. 


1  S  ElimiMi  (Stijn) 

16  Initialing  Cum 

17  Condi  non» 

18  Standards 

19.  Ralerencfi/Tipi 

Determine  if  there  is  a  fxilse. 

Sane  as  task 

Sane  as  task 

Must  locate 
unin  lured  area  to 
take  jxi  lsc 

i>osition  casualty  on  his  back. 

Weak  ;ulsc  verified. 

Other  serious 
injur les 

Quick  careful  move¬ 
ments— -avoid  further 
injury- 

Clear  airway  of  obstructs  sis . 

S,*nr  as  task 

Same  as  task 

Removal  takes 
l-*>  seconds 

CVen  mouth,  run  finejers  dnu-  the 
inside  of  lower  cheeks,  over  base 
of  tomuo,  and  into  throat. 

■ 

Move  firrjers  across  the  back  of  the 
throat  with  sweeping  motion  to 
remove  any  vomit,  mucus  <>•  foreign 
ixxUes. 

ttf.larqe  airway — head  tilt. 

Srmn  is  task 

Same  as  task 

Same  as  task 

1 

Tilt  ‘read  back  so  chin  1?  in  juttinq- 
out  position. 

1 

Piaae  rolled  blanket,  poncho,  etc., 
under  casualty’s  head  to  help 
maintain  position.  If  successful, 

do  to  Step  7. 

JB 

Hcuo  do  I  duteAm^ne  and  AecoAd  tkt  Ac^eAcnce^  and 
training  tip6  faoh.  mck  eJtm&nt? 

The  guidance  given  in  Block  25  of  this  aid  applies  to  determining  training  tips 
and  references  for  each  element.  There  is  only  one  further  step:  record  the  references 
by  specific  paragraph  number,  as  required  by  TRADOC  Circular  351-28. 


Example: 


I  13.  Element  Number  14  Cf  15.  Element!  (Slept! 


Determine  if  there  is  a  jvilse- 


Position  casualty  on  his  buck. 


16  Initialing  Cue*  17  Conditions 


Same  as  task  Same  as  task 


Weak  fxilse  verified  Other  serious 


19.  Releiencrv'Tips 


j  FM  21-11,  Chapter  J. 
I  Para.  1. 


Clear  airway  uf  ciisu  net  ions. 


i^x'n  mouth,  run  fmiers  <kiwn  tlx- 
inside  of  lower  checks,  over 
of  riTxiue,  ami  into  throat . 

Move  fmqrr  .  across  tlx*  back  of  the 
throat  with  swrepinn  mot.ii.i  to 
rrmow  any  vrn.it,  nnxus  or  tor«-i  jn 
l*xli»'s. 


U.lario  urwy — hrsxl  tilt. 


Must  locate 
uninjured  area  to 
toko  pulse 


Oiick  careful  move-  Severe  bleed  inq  frcm 
meats — avoid  further  other  injuries 
injury  requires  attention 

concurrent  with 
attempt  to  restore 
breathirvi  but  should 
not  1*>  started  prior 
to  resuscitation. 

[  Use  another  assist- 
'  ant  if  available. 

Banova 1  takes  Para.  3 

1-5  StKT.mdS  i 


Tilt  head  baei 
out  f*  « it  lor. 


clan  is  in  juttina- 


from  block  39 


Review  T.A.  Workihwi 
for  Accuracy  end 
Internal  Conjutency 


to  block  4 1 


•  The  (ask  analyst's  review  will  disclose  any  omissions,  inaccuracies  and 
inconsistencies  m  the  task  and  task  element  discretions. 


How  do  I  aevtojw  the  Tcl ik  AnaJLyttb  bJoalukeet  &oa 
accu/tacy  and  eonbiAteney? 

•  Conduct  vertical  analysis 

1)  First,  read  down  the  list  of  elements.  Do  they  provide  logical,  step-by-step 
instructions  for  performing  the  task? 

2)  Next,  read  down  lists  of  element  cues,  conditions  and  standards  (columns  15, 
16,  17).  Are  they  compatible  with  each  other?  Are  they  also  consistent  with 
the  whole  task  cues,  conditions  and  standards?  (columns  9,  10,  11).  For 
example,  if  you  said  steps  1,  2,  and  3  had  to  be  completed  in  5  minutes  each, 
but  the  whole  task  standard  was  for  10  minutes,  you  have  to  change  either 
the  standard  for  the  whole  task  or  the  standards  of  the  elements. 

•  Conduct  horizontal  analysis 

1)  Examine  each  step  horizontally  with  its  cues,  conditions  and  standards.  Are 
they  still  compatible,  logical  and  practical  as  a  result  of  any  changes  made 
in  vertical  analysis?  If  not,  revise  appropriately. 

The  desired  result  of  each  Task  Analysis  Worksheet  is  a  physical  description  of 

“when  to  do  it,”  “how  to  do  it,”  and  “how  to  know  when  it’s  done  for  each  task.” 


from  block  40 


to  block  43 


from  block  43 


Convene  Pane)  of  SMt  s 
10  1|  Review  7  A 

Worksheets 
2)  Identity  Critical 

Clements 


to  block  45 


•  1  A  Worksheets  are  reviewed  by  sublet*  matter  experts  tor  omissions, 
inaccuracies  and  inconsistent. es 

•  Critical  elements  are  identified  as  those  which 

are  common  sources  o>  failure 
-  have  serious  consequences  of  m ^performance 
are  most  observable  and  measurable 

•  For  further  explanation,  see  below 


How  SME  sievdm  conducted,  and  kow  ojki  c^itlaat 
element*  idznti^lnd? 

Review 

•  The  purpose  of  having  an  alternate  (different)  group  of  SME’s  review  each  task 
analysis  is  to  provide  an  objective  view.  A  panel  of  three  SME’s  is  sufficient. 
The  panel  should  be  asked  to  verify: 

—  that  you  have  indeed  chosen  the  most  typical  version  of  task  performance. 

—  that  your  description  is  accurate  and  complete. 

•  Sources  of  SME’s 

—  peers  in  your  division 

—  course  development  personnel 

—  job  incumbents  and  supervisors  on  post 

—  instructors 


Initial  Identification  of  Critical  Elements 


NOTE 


Critical  elements  are  those  steps  in  each  task  performance  which  will  receive 
greater  emphasis  in  instruction  and  in  SQT  Development.  Therefore,  it  is 
important  for  SME’s  at  this  stage  of  the  ISD  process  to  have  input  as  to  the 
elements  (performance  steps)  they  think  should  be  stressed  in  training  and  testing. 
This  is  an  Initial  Identification. 

The  following  guidelines  will  be  helpful  in  the  selection  of  critical  elements. 

1)  In  reviewing  task  elements  look  for  the  steps  which: 

—  are  common  sources  of  failure  in  performance  of  the  task.  To  identify 
the  most  common  sources  of  failure  ask  the  question,  “Why  do  most 
soldiers  fail  to  perform  this  task  correctly?” 

—  have  serious  consequences  of  failure.  Many  elements  in  this  category 
are  related  to  personnel  or  equipment  safety.  To  identify  elements  of 
this  category,  ask  the  question,  “Would  failure  to  perform  this  element 
properly  cause  serious  <  onsequences  in  terms  of  mission  accomplishment, 
injury  to  personnel  or  damage  to  equipment?” 

—  sue  the  most  measurable  and  observable  indicators  of  task  proficiency.  To 
identify  the  best  indicators  of  task  proficiency,  ask  the  question,  “Which 
step(s)  would  I  observe  in  order  to  be  sure  the  task  has  been  performed 
correctly?”  In  a  product  task  you  may  only  need  to  observe  several  steps, 
or  just  the  last  step. 

2)  Panel  of  SME’s  should  come  to  a  consensus  view  on  critical  elements. 

Keep  in  mind  that  the  critical  elements  identified  at  this  time  may  be  revised 
later  in  the  ISD  process  as  a  result  of  learning  analysis  (the  identification  of 
independent,  dependent  and  supportive  steps),  and  SQT  development  (in 
which  testing  constraints  of  time,  personnel,  money  and  safety  may  preclude 
the  testing  of  certain  elements). 


from  block  44 


Mirk  tnd  Cock  Critical 
Ekmtnts  m  Column  t4 
on  T.A.  Worksfuet 


to  block  46 


•  Each  critical  it  market  with  in  asterisk  I*)  and  coded  m  column  14 

«  followt 

Common  source  ol  tulure  -  ctl 

Serious  consequences  -  sc 

Most  measurable,  observable  mdicetoi  -  mo< 


Hou)  do £4  the  panel  ofi  SME'a  maAk  and  code  the 
cAAjtlcaZ  element*? 


•  Each  critical  element  identified  by  the  panel  of  SME’s  is  marked  with  an 
asterisk  (*)  and  is  coded  with  initials  to  indicate  the  reason  it  is  considered 
critical.  The  code  to  be  used  is  as  follows: 

CSF  =  common  source  of  failure 

SC  =  serious  consequences 

MOI  =  most  measurable,  observable  indicator. 

•  An  element  may  be  identified  as  critical  for  more  than  one  reason.  If  so, 
code  accordingly. 


Example: 


13.  Ekriwnt  Number 

14  CE 

15.  Elements  iStepsl 

16  Imtuting  Cues 

17  Conditions 

18  Standards 

Determine  if  thurv  is  i  pulse. 

2 

Posit  ion  casualty  m  his  back . 

3 

C.S.**. 

>..e. 

Cl  oar  airvay  of  liast-njcti'iis. 

i.l 

Oi*'n  mouth,  run  f  mjers  .iown  the 
inside  of  Iom.t  chorales ,  nwr 
of  tonciuc,  .mi  min  throat. 

1 

I 

1 

1 

1.2 

Move-  fmp»ri>  across  the  buck  of  tin- 
throat  wi  tli  su»«'pu».j  mot  n  et  t.-* 
niwivr*  .try  vrmt,  mucus  or  forr-itr: 
ixxilor,. 

4 

M.O.I. 

ailar  ie  airway — he.*!  tilt. 

1 

i 

i 

4. 1 

Tilt  head  tuck  so  clun  is  in  juttinq- 
out  position. 

Place  rolled  blanket,  poncho,  etc. , 
unrier  casualty's  head  to  help 
maintain  position.  11  successful, 

<K>  U»  Step  T. 

T  19  Rtfwfnm'Ti 


I 


I 
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from  block  45 


to  block  51 


Whe/ic  do  I  obtain  a  Tcuk  Summary  Sheet  and  what  doet 
It  look  Like,  when  completed? 

•  Task  Summary  Sheets  are  available  for  duplication  in  the  pocket  at  the  end  of 
this  manual. 

TASK  SUMMARY  SHEET 

Tatk  Numtwr  441-184-1004 

AAunister  Artificial  rosjaratnn  by  mn ith-tn-mnurh  method. 


Condmon*  Performed  in  all  climate-  conditions,  tone rally  out  doors,  non-toxic 
atmosphere?. 


Within  iO  seconds  the  casualty  will  lie  oxamirv*!,  his  ait  passacx'  will  be 
cleared,  and  mouth- to-mouth  resuscitation  will  br  started. 


(Continued) 
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TASK  SUMMARY  SHEET  (Continued) 


fUtanncar  21- IX  First  Aid  for  Soldiers,  adapter  3 

TEC  911-441-0026F  Basic  First  Aid  Measures:  Restoring  the  Breathing 


Rtdofmanct  OeKfiption 

1.  DETERMINE  IF  THERE  IS  A  PULSE 

•  Locate  an  uninsured  area  to  take  j/ulse  if  casualty  has  i •: ;  'ms . 


2.  POSITION  CASUALTY  ON  HIS  faACK 

•  Use  quick  careful  movements  to  avoid  further  injury.  If  casualty  has  other 
serious  wxmds,  they  should  be  treated  concurrently,  if  you  have  an  assistant . 
Hawser,  restoring  the  breathing  must  be  your  first  task  if  working  a;  .v*. 


1.  CLEAR  AIRWAY  OF  OBSTRUCTIONS 

•  Open  mcxith,  run  fingers  the  inside  of  lower  cheeks,  ever  base  of  torque, 
and  into  throat.  Move  fingers  across  the  back  of  the  throat  with  a  sweeping 
motion  to  nmovt?  any  vomit,  mucus,  or  foreign  bodies  frem  the  mouth  of  the 
casualty. 


4.  ENLARGE  AIRWAY 

There  are  three  methods: 

X)  Place  a  rolled  blanket,  poncho  or  similar  object  under  casualty's  head  to  help 
maintain  this  position.  If  this  is  successful ,  go  to  Step  S. 

2)  Thirb  jaw-lift  method 

•  If  the  head  tilt  method  is  unsuccessful,  adjust  the  jaw  to  a  jutting-out 
position  fcy  placing  your  thunb  in  the  casualty's  mouth.  Grasp  the  lower 
jaw  firmly  and  lift  it  forward.  Do  not  attempt  to  hold  or  depress  tzrxjue. 
If  successful,  go  to  Step  5. 


3)  Two- hand  jaw-lift  method 

•  If  the  casualty's  jaws  are  sc  tightly  closad  that  the  thrnb  cannot  be 
inserted  into  the  mouth,  then  use  both  hands.  Grasp  the  anqles  of  the 
lower  jaw  just  be  lew  the  r-arlcbes.  Lift  the  jaw  forcibly  forward:  ti«en 
open  the  lips  by  pushing  the  lew*  lip  tevard  the  chin  with  the  thunbs. 


5.  PINCH  NDSE  SHUT 

•  Pinch  the  nose  wiui  the  thirnb  and  index  tinge:  u.  order  to  prevent  air  leakage, 
bet  this  sje  hand  exert  pressure  on  the  fare'x.  J  to  maintain  the  backward 
head  tilt. 


6.  SEAL  MOUTH  AND  BLOW  FORCEFULLY 

•  Take  a  deep  breath  and  place  your  mouth  around  tiie  casualty's  mouth .  Blow 
forecfully  into  casualty's  mouth  until  you  see  his  chesc  rise. 


7.  EXHALE 

•  Step  blowing  and  remove  your  mouth  vrtien  casualty's  chest  rises.  Take  another 
breath  while  listening  for  casualty's  exhalation.  If  yew  hear  air  escape, 
go  to  Step  9.  (Jtheiwise,  continue  with  Step  8. 


8.  JISLUUGE  FOREIGN  OBJECT 

•  If  airway  is  stall  not  clear,  then  roll  casualty  on  his  side.  Use  the  he«.-l 
of  your  hand  to  deliver  sharp  blows  betwen  the  casualty's  shoulder  blades. 
This  should  dislodge  the  foreign  object.  Then  go  back  to  step  2. 


9.  breath,  until  RELIEVED 

•  Wheo  exhalation  is  finished,  blow  in  the  next  hreath.  On  the  first  sever  »1 
bre. iths,  blow  rapidly  and  strong.  Then  blow  in  a  normal ,  even  cadence 
(12-20  times  per  minute). 


.NOTE  1:  If  your  breathin']  has  been  /cry  deep  and  rapid  for  too  long  a  per kx! ,  you  rrwy 
become  faint,  tinqle,  or  even  lose  consciousness  if  you  persist.  Hoover, 
if  you  adrunister  only  four  full  quick  breatl\s,  then  adjust  ytxir  breathing  to 
the  rate  of  approximately  once  every  5  seconds  with  only  moderate  increase  in 
normal  volime,  you  will  be  able  to  continue  to  give  artificial  respiration 
for  a  long  period  without  experiencing  ter*x>rary  ill  eff-vts. 


NOTE  7:  When  a  casualty  beqins  to  breathe  for  himself,  he  will  automatical ly  resist 
resuscitation  efforts.  This  is  a  sign  that  you  can  cease  your  efforts. 
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from  block  50 


Stutfy  Guidtlint*  for 
Preparing  Task 
Summary  Sb#«ti 


to  block  52 


•  Guideline  provida  data'tad  (uidanca  tor  complying  Ttffc  Summary  Shaatt. 

•  For  information,  tea  below. 


What  one.  tha  guldetinzA  ion.  pmpantng  Tcuk  Summary  Sheets? 

•  Introduction 

—  The  end  result  of  a  good  task  analysis  is  the  Task  Summary  Sheet,  a  specific 
standard  format  that  fully  describes  the  task  for  the  soldier  in  the  field.  The 
format  will  accommodate  any  product  or  process  task  whether  it  is  fixed 
sequence,  alternate  sequence,  or  combination.  The  Task  Summary  is  used  both 
to  train  the  soldier  to  perform  the  task  and  to  evaluate  the  soldier’s  ability  to 
perform  the  task  (within  testing  constraints). 

•  Contents 

—  Whole  task  information  includes: 

1)  task  number 

2)  task  statement 

3)  conditions 

4)  standards 

5)  references 

(Cues  are  implied  by  the  conditions.) 

—  Performance  description  includes: 

1)  Each  major  step  in  large  print. 

This  will  help  “fix”  the  whole  procedure  in  the  soldier’s  mind. 

Alternate  methods  for  performing  the  same  step  may  be  given  under  one 
number.  Tn  this  case  it  is  permissible  to  alter  the  original  element  num¬ 
bers  on  the  Task  Analysis  Worksheet. 

2)  One  or  more  sentences  under  each  step  as  needed  to  fully  describe  the 
skills  and  knowledges  required  for  acceptable  performance.  This  infor¬ 
mation  is  derived  from  the  cues,  conditions,  standards  and  training  tips 
for  each  step. 
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•  Level  of  detail  for  performance  description. 

1)  Check  whole  task  conditions  to  see  if  a  job  aid,  technical  manual,  field  manual, 
etc.,  is  to  be  used  by  the  soldier  during  on-the-job  performance.  If  yes,  only 
abbreviated  descriptions  of  steps  with  their  cues,  conditions  and  standards  will 
be  included.  If  no,  then  the  description  you  are  preparing  must  be  complete 
enough  to  be  the  soldier’s  sole  source  of  information. 

2)  Likewise,  if  task  performance  is  well  documented  in  FM’s,  TM’s  etc.,  which  are 
readily  available  for  reference,  a  more  abbreviated  task  description  should  be 
given. 

3)  Do  not  include  any  information  that  is  not  specifically  required  for  task 
performance. 

4)  Give  greater  emphasis  to  critical  steps. 
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T 


from  block  52 


Copy  Who**  T«k 
Infotmuion  from  T.A. 
'floriufroat  onto  Twk 
Summary  Sfwat 


to  block  54 


•  Wtiola  l**k  information  includf*: 

-  ink  numbar 

-  condition* 

-  ttMndttds 

-  nftranca* 

•  For  fximplt.  ut  below 


What  doe*  tke  ta*k  Aumma/iy  *keet  look  like,  when  ta*k, 
£uk  numbeA,  condition*,  *tandajid*  and  nehesience* 
have  been  seconded? 

Example: 


TASK  SUMMARY  SHEET 


Ta*  Komber  441-184-i004 


Ta*  Adnimsber  artificial  respiration  by  mouth- to-mouth  method. 


Condition*:  Performed  in  all  climatic  conditions,  generally  out  doors,  non-toxic 

atmosphere. 


Standard*  Within  A)  seconds  the  casualty  will  be  examined,  his  air  passage  will 
cleared,  and  nxxith- to-mouth  resuscitation  will  be  started. 


ftataranew  FTi  21-11  First  Aid  for  Soldiers,  chapter  3 

TUT  911-441-0026F  Basic  First  Aid  fteasures:  Mestormi  the  Breath  ir*j 


r 


from  block  53 

54 

Etantnt 


to  block  55 


from  block  54 


i.S 


Rtcoid  Eltrmnt 
PiHormWK*  Description 
With  Identified  Oft  of 
Critical  Elemtnti 


to  block  56 


•  Critical  dementi  art  ictantilisd  on  the  T.A.  Workiheet  with  atttrnkl  (*}. 

•  For  example,  see  below 


What  doe*  the  To^k  SummaAy  Sheet  look  tike  when 

element  petifomanee  de*cAiption*  have  been  AeeoAded 
and  cAltlcal  element*  Identified? 


Performance  description: 


1.  DEI:  RM1NE  IK  TKCRE  IS  A  PULSE 

•  Locate  an  uninjured  area  to  take  pulse  if  casualty  has  injuries. 

2.  PORTION  CASUALTY  ON  HIS  SACK 

•  Use  quick  careful  movements  to  avoid  further  injury.  If  casualty  has  other 
serious  wounds,  they  should  be  treated  concurrently,  if  you  have  a.,  assistant. 
However,  restoring  the  breathing  must  be  your  first  task  if  working  alone. 


*fc 

3.  CLEAR  AIRWAY  OF  OBSTRUCTIONS 

•  Open  mouth,  run  fingers  down  the  inside  of  lower  cheeks,  over  base  of  tongtt*, 
And  into  throat.  Nten/e  fingers  across  the  back  cf  the  throat  with  a  sweeping 
motion  to  remove  any  vomit,  mucus,  or  foreign  bodies  fran  the  mouth  of  the 
casualty. 


*  4.  ENLARGE  AIRWAY 

There  are  three  methods: 

1)  Place  a  rolled  blanket,  poncho  or  similar  object  under  casualty's  head  to  help 
maintain  this  position.  If  this  is  successful,  go  to  Step  5. 

2)  Thunb  jaw-lift  method 

•  If  the  head  tilt  method  is  unsuccessful,  adjust  the  jaw  to  a  jutting-out 
position  by  placing  your  thurb  in  the  casualty's  mouth.  Grasp  the  lever 
jaw  fizmly  and  lift  it  forward.  Do  not  attempt  to  hold  or  depress  tongue. 
If  successful,  go  to  Step  5. 

3)  T\JO-hand  jaw-lift  method 

•  If  the  casualty's  jaws  are  so  tightly  closed  that  the  thunb  cannot  be 
inserted  into  the  mouth,  then  use  both  hands.  Grasp  the  angles  of  the 
lower  jaw  just  below  the  earlobes.  Lift  the  jaw  forcibly  forward;  cher 
open  the  lips  by  push  ng  the  lower  lip  toward  the  chin  with  the  thunbs. 


5.  PINCH  MDSE  SHUT 

•  Pinch  the  nose  with  the  thunb  and  index  finger  in  o.  Jer  to  prevent  air  leakage. 
Let  this  s«ne  hand  exert  pressure  on  the  forehead  to  maintain  the  backward 
head  tilt. 


6.  SEAL  MOUTH  AND  BLOW  FORCEFULLY 

•  Take  a  deep  breath  and  place  your  mouth  around  the  casualty’s  mouth.  Blow 
forcefully  into  casualty*  j  mouth  until  you  see  his  chest  rise. 


(Continued) 
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TASK  SUMMARY  SHEET  (Continued) 


7.  EXHALE 

•  Stop  blowing  and  rancve  your  mouth  when  casualty's  chest  rises.  Take  another 
breath  while  listening  for  casualty's  exhalation.  If  you  hear  air  c  cape, 
go  to  Step  9.  Otherwise,  continue  with  Step  8. 


8.  DISLODGE  FORLIoN  OBJECT 

•  If  airway  is  still  not  clear,  then  ro. 1  casualty  on  his  side.  TJse  the  heel 
of  your  hand  to  deliver  sharp  blows  between  the  casualty's  shoulder  blades. 
This  should  dislodge  the  foreign  object.  Then  go  hack  to  Step  2. 


9.  BStAItfc  uNTJl  RELIEVED 

•  When  exhalation  is  finished,  blow  in  the  next  breath.  On  the  first  several 
breaths,  blow  rap.Jly  and  strong.  Then  blew  in  a  normal,  even  cadence 
(12-20  times  per  minute) . 


NOTE  < :  if  your  breathing  has  been  very  deep  and  rapid  for  too  long  a  period,  ycu  may 
beoone  faint,  tingle,  or  even  lose  consciousness  if  you  persist,  toasver, 
if  you  adninister  only  four  full  quick  breaths,  then  adjust  your  breathing  to 
the  rate  of  approximately  once  every  5  seconds  with  Only  moderate  incree&e  in 
normal  volune,  you  will  be  able  to  ccmtinue  to  give  artificial  respiration 
for  a  long  period  without  experiencing  temporary  ill  effects. 


NOTE  2:  Utien  a  casualty  begins  to  breathe  for  himself,  he  will  automatical ly  resist 
resuscitation  efforts.  This  is  a  sign  that  you  can  cease  your  efforts. 
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from  block  56 


0 twmmt  Httd  tat 
Illustration*  ot  7«*k 
Ptrtormanc* 


to  block  58 


•  Fat  many  t«j*j  iftustrMionf  may  help  the  widnt  undi-ttend  ttw  tvk  btu*« 

•  Guidance  m  determining  need  i.  illustrations  it  given  below 


How  do  I  determine  the.  need  {on.  ItZuAtnxitloM? 

•  Illustrations  arc  a  very  important  component  of  the  task  summary.  Nothing  is 
more  dull  and  uninteresting  to  a  young  soldier  than  page  after  page  of  text. 
Illustrations  should  be  used  whenever  possible  to: 

a)  reduce  detail  burden  in  the  performance  description. 

b)  emphasize  points  in  the  performance  description. 

:)  motivate  soldiers  to  read  their  Soldier’s  Manuals,  especially  when  the 
Soldier’s  Manual  is  the  sole  source  of  information  for  task  performance. 

♦  •  Examples  of  how  illustrations  can  reduce  detail  burden  and  emphasize  points  in 
the  text  follow.  Greater  use  of  illustrations  undoubtedly  contributes  to  the 
soldier’s  motivation. 


*The  illustrations  shown  on  pages  B-77  thru  B-86  were  reproduced  from  the  Guidebook  for  the 
Development  of  Army  Training  Literature,  U  S.  Army  Research  Institute,  special  publication  P-75-3, 
November  1976. 
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1)  NEED  FOR  ILLUSTRATIONS:  To  Clarify  Performance  Description 

How  you  do  it:  Integrate  text  with  visuals  (self-contained  illustrations). 

When  you  do  it:  You  are  writing  a  description  of  how  to  do  something;  for  example, 
put  something  together  or  take  it  apart.  You  want  to  convey  action 
by  words  but  parts  and  location  by  visual  aids. 


Example: 


Place  the  first  blanket  lengthwise  across  litter  with 
the  blanket  edge  close  to  or  just  beyond  the  head 
end  of  litter. 

Fold  second  blanket  in  thirds,  lengthwise,  and  place 
over  the  first,  the  upper  edge  of  this  folded  blanket 
being  about  10  inches  below  the  upper  edge  of  the 
first  blanket.  The  exact  position  of  the  second 
blanket  depends  upon  the  height  of  the  patient. 


(Place  lower  on  litter  for  taller  men.)  Open  folds 
of  second  blanket  for  about  2  feet  at  the  foot  end. 

3.  To  wrap  patient,  place  him  in  position  on  the  second 

blanket.  Bring  bottom  of  blanket  up  over  the 
patient's  feet,  with  a  small  fold  between  the  feet 
Tuck  the  two  open  folds  closely  over  and  around 
the  feet  and  ankles. 

4.  Finally,  wrap  first  one.  then  the  opposite.  sjV?  of  the 

first  blanket  over  patient. 


Figure  Si.  Dretaing  (he  litt>  r  (ivith  (wo  hhnkrta ) . 

TASK:  Dress  a  litter  with  two  blankets. 
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2)  NEED  FOR  ILLUSTRATIONS:  To  Clarify  Performance  Description  (Cont'd) 

How  you  do  if  Integrate  text  with  visuals  (self-contained  illustrations) 

When  you  do  it:  You  are  writing  a  description  of  how  something  works  in  task 
performance.  You  want  to  identify  its  component  parts,  what 
happens  at  each  stage,  and  the  purpose  of  each  part. 


Example: 


*  AM  PARTS  R  (MAIM  IM  PLACE 


(Ji 


A  SAFCTV  Pin  plus  CLEAR  OP  Puzt 
AGAINST  ACTION  OP  ITS  SPRING 

•  sapity  pin  noyij  to  sidi  und*p 
TENSION  OP  ITS  SPRING  UNTIL 
STOPPED  *Y  MORTAR  GARRES. 


A  SAPETT  PIN  PLU 


A  COCKING  PHI  MOVES  OP  UNDER 
TENSION  OP  ITS  SPRING  INTO  ITS 
HOLE  IN  TNG  SLIDER 


■  %nzts.WMvss  .r" 

OPPOSITE  END  OP  CMAMORR  ACL  EXPLOSIVES  ARE  ALINED 


Preparation  for  Firing. 

( 1 )  Turn  the  slot  in  the  striker  ( at  the  nose  of 
the  fuze)  to  aline  with  the  SQ  index  or 
the  D  index  on  the  fuze  body,  depending 
upon  which  action  of  the  fuze  is  desired. 

(2)  Remove  the  safety  pull  wire  just  prior  to 
insertion  of  the  round  into  the  mortar. 


<B>  ACTION  ON  IMPACT. 

A.  STRIKER  ANO  FIRING  PIN  ARC 
FORCED  IN  AGAINST  ACTION  OF 
THE  SPRING. 

B.  FIRING  FIN  CRUSHES  DETONATOR. 

C.  DETONATOR  EXPLODES- 

D.  BOOSTER  LEAD  EXPLODES- 

E.  BOOSTER  CHARGE  EXPLODES 
TNT  FILLER  OF  CARTRIDGE 
DETONATES 

Figure  19.  Functioning  of  MStyK  fuse. 


TASK:  Fire  an  81mm  mortar. 


3)  NEED  FOR  ILLUSTRATIONS:  To  Clarify  Performance  Description  (Cont'd) 

How  you  do  it:  Integrate  text  with  visuals  (self-contained  illustrations). 

When  you  do  it:  You  are  writing  a  description  of  what  each  member  of  a  team  does 
when  performing  a  task  requiring  close  cooperation  and  coordination. 

Example: 


No.  1  and  No.  3,  with  No.  2  and  No.  4  assisting,  then 
lift  litter  over  banister  to  second  flight  of  stairs. 

Figure  98.  Carrying  litter  upetaire  where  landing t 
are  email  ( step  three). 


TASK:  Carry  litter  upstairs  where  landings  are  small. 


4)  NEED  FOR  ILLUSTRATIONS:  To  Clarify  Performance  Description  (Cont'd) 

How  you  do  it:  Use  visuals  to  expand  on  information  (complementary  use) 

When  you  do  it:  You  are  writing  to  tell  the  soldier  when  or  how  he  should  use 
certain  equipment  or  techniques  in  task  performance. 


Example: 


The  vertical  half-rhombic  antenna  (fig.  47)  and  the  wave  an¬ 
tenna  (fig.  48)  are  the  two  field-expedient  directional  antennas 
that  can  be  used  with  the  FM  radio  sets.  These  antennas  are  di¬ 
rectional  and  will  transmit  and  receive  in  the  direction  of  the 
terminated  end.  If  the  transmitter  loads  poorly,  add  to  or  sub¬ 
tract  from  the  length  of  the  antenna.  These  antennas  will  nor¬ 
mally  increase  the  rated  operating  range  of  the  FM  sets. 


•  CAPABLE  Of  HANDLING  ONE  HALF 
OF  TRANSMITTER  POWER 
Output 


Figure  18.  Wave  antenna. 


TASK:  Transmit  and  receive  messages  on  an  FM  radio  set. 
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5)  NEED  FOR  ILLUSTRATIONS:  To  Clarify  Performance  Description  (Cont'd) 

How  you  do  it:  Use  visuals  to  expand  on  information  (complementary  use). 

When  you  do  it:  You  want  the  performance  description  to  cany  the  information 
about  when  the  soldier  will  use  a  technique  and  need  only  a 
brief  example  or  description  of  how  the  technique  is  performed. 


Example: 


Miasm  ing  Angle*.  When  instruments  are 
not  available,  measure  angles  by  the  hand  or 
lingers  held  at  arm's  length  from  the  eye.  Deter¬ 
mine  the  angle  subtended  by  ea<  h  before  you  go 
into  the  field.  These  angles  may  vary  from  the 
angles  shown  in  figure  43. 


TASK:  Select  a  radar  site. 

SUBTASK:  Measure  angles  by  hand  and  fingers. 


6)  NEED  FOR  ILLUSTRATIONS:  To  Clarify  Performance  Description  (Cont'd) 

How  you  do  it:  Use  visuals  to  expand  on  information  (complementary  use) 

When  you  do  it:  You  want  the  soldier  to  identify  the  different  types  of  a  general 
class  of  equipment  he  will  use  in  task  performance. 

Example: 

b.  Several  types  of  transmitting  antennas  are  shown  in  fig¬ 
ure  33. 

II)  A  is  a  long-wire  non  resonant  antenna  that  is  used  in 
large  fixed-station  installations. 

(3)  R  is  a  half-wave  Hertz  antenna  that  is  fed  by  a  resonant 
(tuned)  feeder  line  from  the  transmitter. 

(3)  C  is  an  end-fed.  vertical,  modified  Marconi  antenna, 
also  called  a  whip  antenna. 

(4)  D  is  a  loop  antenna  that  radiates  a  strong  signal  in  some 
directions  and  almost  no  signal  in  other  directions. 

(5)  E  is  a  Marconi  antenna. 

(fi)  F  is  a  half-wave  Hertz  antenna  that  is  fed  by  a  non¬ 
resonant  (untuned)  feeder  line  from  the  transmitter. 

(7)  G  is  a  fixed-station  radiator  that  may  be  hundreds  of 
feet  high. 


Figure  SS.  Typer  of  transmitting  antenna 9. 


TASK:  Transmit  and  receive  messages  on  an  FM  radio  set. 
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7)  NEED  FOR  ILLUSTRATIONS:  To  Clarify  Performance  Description  (Cont'd) 

How  you  do  it:  Use  visuals  to  expand  on  information  (complementary  use). 

When  you  do  it:  You  are  describing  a  task  step  which  requires  the  use  of  special 
terms.  You  want  to  keep  the  performance  description  focused  on 
how,  but  also  give  the  soldier  a  definition  of  terms. 


Example: 


*• 


Adjustment  of  Shoaf 

It  may  be  necessary  for  the  observer  to  adjust 
the  sheaf  of  a  section  to  correct  for  any  errors  mode 
in  laying  the  section  parallel  or  to  obtain  a  special 
sheaf.  The  f  ron  t  covered  by  any  shea  f  is  the  width 
of  the  sheaf  plus  the  width  of  a  burst.  The  types 
of  sheaves  which  may  require  adjustment  are  par¬ 
allel  and  special.  A  special  sheaf  may  be  con¬ 
verged,  open,  or  closed  (fig.  45). 


PARALLEL  SHEAF 


SPECIAL  SHEAVES 
t.  Converged  Sheaf 


Figure  4s.  Tgpet  of  Iheavet 


TASK:  Select  a  radar  site. 
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8)  NEED  FOR  ILLUSTRATIONS:  To  Emphasize  Points  in  the  Performance  Description 

How  you  do  it:  Visually  confirm  information. 

When  you  do  it:  You  are  writing  a  performance  description  for  a  task  element.  You 
want  to  show  the  soldier  how  it  should  look  if  he  does  it  correctly. 

Example: 

Select  nn  aiming  point  beyond  the  range  to  not  alined,  bring  it  to  the  aiming  point  by  rotating 

any  likely  target.  With  the  eye  held  several  inches  the  elevation  and  azimuth  correction  screws  with 

behind  the  breech,  nline  the  nxis  of  the  bore  on  the  the  screwdriver  end  of  the  combination  wrench, 

aiming  point  by  elevating  and  traversing  the  rifle.  Recheck  the  alinement  through  the  bore  nnd 

Look  through  the  telescope  nnd  insure  that  through  the  sight.  When  the  sight  nnd  the  bore 

the  boresight  cross  of  the  sight  reticle  is  alined  on  are  properly  alined  on  the  aiming  point,  the  DOmm 

the  same  niming  point.  If  the  boresight  cross  is  rifle  is  boresighted  (fig.  42). 


Fifurt  44.  Sight  plcturt  fa  horfttghttng. 

TASK:  Zero  an  M16A1  rifle. 
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9)  NEED  FOR  ILLUSTRATIONS:  To  Emphasize  Points  in  the  Performance  Description 

(Cont'd) 

How  you  do  it:  Visually  confirm  information. 

When  you  do  it:  You  are  writing  a  performance  description  and  want  to  help  the 
soldier  visualize  the  equipment  he  must  use  in  task  performance. 


Example: 


Fijurt  99.  •/  o+trtumtd  truth. 


TASK:  Recover  an  overturned  truck. 
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10)  NEED  FOR  ILLUSTRATIONS:  To  Emphasize  Points  in  the  Performance  Description 

(Cont'd) 

How  you  do  it:  Highlight  or  summarize  main  points. 

When  you  do  it:  You  are  describing  a  task  which  involves  several  steps,  and  each  step 
has  supporting  detail.  You  want  to  emphasize  the  main  point  of 
some  or  all  of  the  steps. 

Categories  of  Maintenance 

Example:  There  are  four  broad  categories  of  maintenance  (fig.  59)  that 

have  been  defined  by  the  Department  of  Defense  for  all  services. 

They  facilitate  the  assignment  of  maintenance  missions  and  re¬ 
sponsibilities  within  the  Department  of  Defense. 


CATEGORIES  OF  MAINTENANCE 


OPERATOR  OF 


DIRECT  SUPPORT 
MAINTENANCE 


MOBILE 

REPAIR 

SHOP 


general  SUPPORT 
maintenance 


SEMIFIXED  REPAIR  SHOP 


FM24  18  1-57 

Figure  .5 9.  Categories  of  maintenance. 


SUBTASK:  Identify  the  appropriate  category  of  maintenance 
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from  block  57 


What  aouac&a  ann  available.  fan  obtaining  UluAtnationA? 


Source 

- - - 

Remarks 

•  Field  Manuals  and  Technical  Manuals 

Excellent 

•  DAPAM  108-1  Index  of  Army  Motion  Pictures  and 

Related  Audio-Visual  Aids 

Excellent 

•  DAPAM  310-12  Index  and  Description  of  Army  Training 

Devices 

Good 

•  Course  materials: 

Correspondance  course  lessons  and  materials  used  in 

Good 

resident  courses,  such  as  graphs,  charts,  etc. 

•  DAPAM  310-3  Index  of  Doctrinal,  Training,  and  Organizational 

Publications  (Firing  Tables  and  Trajectory  Charts). 

Good 

Good 


from  blocks  58  and  59 


to  block  62 


88 


-"9*  Ttwr  iwn'^fl'^  ms—. 


•  During  the  task  analysis  process  information  may 
have  been  obtained  that  would  be  useful  to 
persons  who  performed  activities  that  fed  into  the 
task  analysis  process.  Similarly.  Information  may 
have  been  obtained  that  would  be  useful  to 
persons  who  will  be  engaged  m  the  ISO  steps  that 
follow  this  one. 


63 

I - 1 - 1 


Record  Comments  on 
ISD  COORDINATION 
SHEET  (see  block  15) 


•  Purpose  of  ISO  COORDINATION  SHEET 
is  explained  in  block  15  of  that  job  aid. 


JOB  AID  FOR 

ANALYZING  EXISTING  COURSES 
ISD  1.4 


Manual 


This  is  the  3rd  in  a  series  of  ISD  Job  Aids  for  use  in  instructional  design  and 
development.  This  volume  is  to  be  used  as  a  supplement  to  the  primary  document 
“Job  Aids:  Descriptive  Authoring  Flowcharts  ISD  1.4  Analyze  Existing  Courses.” 

The  flowchart  document  will  direct  you  to  specific  guidance,  examples,  and  references 
provided  in  this  volume.  If  you  do  not  have  the  primary  flowchart  document,  request 
it  from  your  supervisor. 


The  wording  in  this  manual  should  not  be  construed  to 
discriminate  between  the  sexes.  In  order  to  avoid  a 
repetitious  use  of  the  terminology,  "he/she,"  the  terms, 
"he,”  "him,"  and  "his,"  as  well  as  "men,"  are  intended 
to  include  both  the  masculine  and  feminine  gender.  Any 
exceptions  to  this  usage  will  be  so  noted. 


What  it>  tkz  Existing  Cou/ue.  AnaZyiii>  Job  Aid  ait  about? 

•  GOAL 

—  The  purpose  of  this  aid  is  to  eliminate  duplication  of  effort  in  several  ISD 
processes.  Thus  it  contributes  to  one  of  the  overall  goals  of  the  IPISD 
program— to  increase  the  cooperative  development  and  use  of  training  through¬ 
out  the  military  services.  By  analyzing  existing  courses  you  can  accomplish 
the  following: 

—  the  generation  of  an  initial  task  list  for  a  particular  MOS 

—  the  identification  of  suitable  courses  for  training 

—  the  identification  of  courses,  or  parts  of  courses,  which  may  be  suitable 
after  revision  by  course  development  personnel. 

In  other  words,  when  suitable  courses  are  found,  much  of  the  job  analysis 
effort  can  be  eliminated  (i.e.,  ISD,  Blocks  1.1,  1.2  and  1.3  of  the  IPISD  process), 
as  well  as  much  of  the  course  design  and  development  effort  (Phases  II  and  III). 

Additionally,  the  courses  which  are  found  suitable  for  training  become  part  of 
the  input  to  the  training  materials/references  section  of  the  Commander’s 
and  Soldier’s  Manuals. 

•  OBJECTIVES 

—  Given  an  existing  course,  analyze  its  development  documentation  and  determine 
if  the  course,  or  part  of  it,  is  useful  in  training  development. 

—  Given  a  course  which  has  been  developed  according  to  ISD  procedures  (if  one 
is  located)  derive  an  initial  task  list  for  the  MOS/Skill  Level  you  are  analyzing. 


OVERVIEW  OF  MAJOR  STEPS  IN  ANALYZING  EXISTING  COURSES 


Step  1.  Locate  existing  courses  appropriate  for  MOS  for  which  you  are 
developing  training. 

Step  2.  Locate  their  course  development  documentation. 

Step  3.  Determine  if  front-end  analysis  was  conducted  by  acceptable  ISD  procedures. 

Step  4.  List  tasks  included  in  acceptable  courses  on  Task  Listing  Sheet. 

Step  5.  Determine  if  course  requires  revision  of  performance  description  (perform¬ 
ance  measures),  terms  and  examples,  or  if  validation  is  required. 

Step  6.  Make  recommendations  for  revision/validation. 

Step  7.  Identify  validated  courses  on  Task  Listing  Sheet  and  submit  to  persons 
responsible  for  deriving  a  task  list  and  listing  references  in  the  Soldier’s 
Manual. 

Step  8.  Identify  useful  parts,  if  complete  course  is  rejected. 


WORKSHEETS  USED 


—  Catalog  Review  Sheet,  shown  on  page  C-7. 

—  Existing  Course  Analysis  Sheet— front  and  back  sides  of  completed  form  are  shown 
on  pages  C-8  and  C-9. 

—  Task  Listing  Sheet,  shown  on  page  C-10. 


PRODUCTS 


—  This  job  aid  will  result  in: 

1)  A  listing  of  all  courses  which  initially  seem  appropriate  to  this  MOS  and 
the  catalogs  in  which  these  courses  were  located. 

2)  An  analysis  sheet  for  each  course  indicating  whether  or  not  revisions  are 
required,  and  if  so,  which  ones,  (contributes  to  course  development  effort). 

3)  A  verified  list  of  tasks  taught  in  each  appropriate  course  indicating  if  course 
is  suitable  as  a  reference  for  those  tasks  in  the  Soldier’s  Manual/ 
Commander’s  Manual. 


DESCRIPTIVE  FLOWCHART 

—  The  flowchart  on  pages  C-  thru  C-  shows  the  major  steps  in  the  use  of  the 
Job  Aid  for  Analyzing  Existing  Courses.  The  flowchart  will  be  useful  to  you  in 
getting  a  clear  picture  of  the  overall  process  used  in  this  job  aid.  A  more  com¬ 
pletely  described  flowchart  is  provided  in  Job  Aids:  Descriptive  Authoring 
Flowcharts,  pages  C-3  thru  C-  . 


ISD  1.4  Analyze  Existing  Courses 

CATALOG  REVIEW  SHEET 


Name/Otf'C*  Symbol  SFC  Jose  Conaales/ITAD 


0«„  9/25/78 


Column  1 
CATALOG  TITLE 


Column  2 
COURSE  NO 


Column  3 
COURSE  TITLE 


Catalog  of  Air  Force  Training 
Courses 


5AZY902X0 
J3ABR90230  000 
J3ARR90232  000 


Aeroaedical  Evacuation  Technic 
Medical  Service  Specialist 
Operating  Room  Specialist 

Hedieat  ieevlw  TeehAtet— » 


J  3AZR902 10  001 
J3AZR90270  002 


Medical  Service  Technician 
Medical  Service  Technician  - 
Vocational  Nurse 


ISD  14  Analyze  Existing  Courses 

EXISTING  COURSE  ANALYSIS  SHEET 


IDENTIFICATION 

Your  Nama/Offic*  Symbol  SFC  Jo»«  Gonaales _ _  Date  ol  Revww  9/25/78 

Courw  Title  Baste  First  Aid  for  Soldiers 

Court*  No  _  Dale  °*  Courve  Publication  1975 

OHk»  Svmbol/AUTOVON  o«  Coorte  Auihorlt)  HEDTD/  399 _ _ 

SECTION  A:  FRONT  END  ANALYSIS  IFEA) 

T  Ai*  Equipment,  doctrine.  manpower  <r>d  pertonnel  tyiterm  ettentially  the  tame  as  when  front  end  Anaiytn  wit  conducted’ 

2  II  thit  wat  *n  existing  job.  t)< d  job  data  tourcet  include  on-vle  interview,  and  observations  and  or  quet'-onnarre  survey  if 
(hit  wat  a  new  job  d id  the  iob  data  tourcet  include  a  panel  of  expert'. ’ 

3.  Were  tasks  analysed  according  to  then  elements.  cuei.  cond.t>oni  and  standards' 

4  Wat  telethon  of  I  asks  bated  on  generally  the  tame  criteria  at  uteo  oy  you<  command  m  cr- trial  task  telectipn’ 


SECTION  8  COURSE  CONTENT 

5  Are  performance  detcriphont  (performance  meatutetl  rrasonaO1*  well  developed  lor  thit  MOb’ 

6  Are  examples  and  terminology  appropriate’ 

SECTION  C:  VALIDATION 

7.  It  validation  documentation  acceptable  lor  yout  target  pttpi.iahO''* 

SECTION  O  RECOMMENTATIONS  FOR  REVISIONS  OF  PERFORMANCE  DESCRIPTIONS  (Talk  number  and  Suggested  Change) 

Task  051-191-1005  Describe  CPR  procedures. 

Task  198-236-1090  Task  description  docs  not  directly  address  the  user.  State  what  the  soldier  will 
see,  what  he  does,  and  how  he  does  It. 

Tas*.  ■’33-971-3000  Too  general,  make  procedures  more  specific. 


No 


No 


Task  341-508-4113 


Time  to  accomplish  task  should  !> 
skill  level  1  soldiers. 


changed  from  J  minutes  to  j  minutes  foi 


MCnOM  C:  NECOMNCWTATKMM  FOR  REVtSMMS  Of  TERMS  AND  EXAMPLES  I] 


Change  term  "ays tens  engineering  of  training"  to  "Instructional  systems  development  of  training." 
Include  women  soldiers  in  Illustration  2-B. 


SECTION  F:  USEFUL  PARTS  (Lot  any  parts  erf  couna  wtach  should  ba  incorporated  into  new  cowries) 

1.  One  10-minute  35  mm  slide  presentation  demonstrating  installation  of  the  tail  rotor  gear  box. 

2.  One  set  of  transparencies  demonstrating  the  maintenance  operational  check  of  the  main  transmissi 
oil  system. 

3.  Student  handout  describing  procedures  for  troubleshooting  the  main  transmission  oil  system. 

4.  Lecture  script  entitled  "Components  aad  Troubleshooting  Procedures,"  explaining  the 
relationships  between  the  components  of  the  main  transmission  oil  system  and  the 
procedures  for  troubleshoot ing  the  system. 

5.  Student  outline  describing  the  components  of  the  main  transmission  oil  system. 

6.  Set  of  schematic  35  en  slides  demonstrating  procedures  for  inspecting  the  main  transmission  oil 
system  for  external  evidence  of  damage. 


ISD  14  Analyze  Existing  Courses 

TASK  LISTING  SHEET 


....  MOh.  SF'  J°««  _ _ 

MOS  BEING  ANALYZED 

MOS  1  -a _ 

COURSE  BEING  REVIEWED 

Court*  Till*  Basic  First  Aid  for  Soldiers 

T».kt 

App  v  the  four  life-saving  measures. 

Administer  artificial  respiration. 

Immobilise  fractures. 

Perf>  rr  first  aid  for  special  wounds. 

Applv  first  aid  measures  for  burns. 

Appl v  preventive  measures  to  reduce  climitic  injuries. 


Date 


9/25/78 


Skin  Level  1 


Couite  No  ?(>} 


I 

I 


from  blocks  6  and  7 


Obtain  OA  P*m  611  12 


wOAPbm61)  11 
OoO  Occupational 
Conversion  Table 


to  block  9 


•  Tbit  block  btynt  the  search  lot  appropriate  courses 

•  OA  Pam  611  11.  Occupational  Conversion  Manual  lot  £  nJ  is  ttd/Q  I  tic  er /Civilian 
was  preceded  by  OA  Pam  611  12  balore  Oactmbei  1977  OA  Pam  61 1  12  may 
be  used  >1  OA  Pam  611  11  is  unavailable 

•  For  tunher  pudence.  see  below 


What  u>  VA  Pam  611-12  on  611-11  and.  whotia  can  I  £cnd  aJX 

•  The  DoD  Occupational  Conversion  Manual  is  a  compilation  of  all  enlisted 
officer,  and  civilian  occupational  specialties  in  use  in  the  Armed  Services,  arranged 
under  a  common  DoD  occupational  grouping  and  numerical  coding  system. 

•  DA  Pam  611-12  or  611-11,  Department  of  Defense  (DoD)  Occupational  Con¬ 
version  Manual,  is  available  through  your  supervisor,  MOS  library,  or  school 
library. 


C-12 


from  block  8 


identify  Each  Seivica 
•Vhich  Has  an 
Occupational  Spatially 
Similar  10  the  MOS  You 
Are  Analyzing 


"1 


to  block  10 


•  for  guidance  m  identifying  the  common  DoO  occupational  groups, 
see  below 


How  do  I  identify  which.  milJXaAy  6eAvi.ce.  ha6  an 
occupational  6pectalty  6inulaA  to  the  one 
I  am  analyzing? 

1.  Locate  the  definitions  of  occupational  groupings. 

2.  Using  the  occupational  group  and  area  numbers,  locate  the  occupational  specialty 
you  are  interested  in. 

3.  Note  which  services  have  that  occupational  specialty.  These  services  are  therefore 
likely  to  have  training  courses  for  their  personnel  in  that  specialty. 


C-13 


from  block  9 


Obum  Appioptmc 
Course  Ccialogs  lor  E*ch 
Service  Which  K«  t 
Corresponding 
Occupation^  Specialty 


to  block  11 


•  Course  catalogs  from  each  service  having  a  corresponding  occupational  specially 
should  be  examined 

•  Course  catalogs  tor  each  military  service  are  available  through  the  MOS  or 
school  library 

•  Fo»  a  listing  of  catalogs,  sac  below 


What  couAAz  caAaJLogb  axa  avcuZablz? 

•  Army 

1)  DA  Pam  351-4,  U.S.  Army  Formal  Schools  Catalog 

2)  DA  Pam  351-20,  Announcement  of  Army  Correspondence  Courses 

•  Air  Force 

1)  AFM  50-5,  USAF  Formal  Schools  Catalog 

2)  EC  IRP  50-1,  Extension  Course  Institute  Catalog 

3)  Catalog  of  Air  Force  Training  Courses 

•  Navy 

1)  NAVEDTRA  10500,  Catalog  of  Navy  Training  Courses 

2)  NAVEDTRA  10061-AL,  List  of  Training  Manuals  and  Correspondence  Courses 

•  Marines 

1)  MC0-P1500.12F,  Marine  Corps  Formal  School  Catalog 

2)  MC10-P1550.1,  Marine  Corps  Institute  Catalog 

NOTE:  The  TEC  lesson  catalog  is  not  listed  here.  Because  TEC  lessons  generally 

cover  a  single  task  they  are  not  as  useful  for  generating  a  task  list  as  part  of 
the  original  job  analysis. 


from  block  10 

i'r — 

i  She*i  (CR) 


to  block  12 


•  the  Mi*,  numb*  .  tic  ol  Course  Ctt*iogi  and  c*nd<datt  courses  described  m 
the  cttalo^  on  1 1  Itter  b*  rtcordt  d  on  the  Ceteiofl  Review  Shwt  ICR) 

•  Fo' quidence  in  obteminq  CR  Sheet  see  beioft 


Wh en.e  do  I  obtain  the  Catalog  Review  (CR)  Sheet  and 
what  identification  information  ii>  needed? 

•  The  Catalog  Review  Sheet  (CR  Sheet)  is  available  for  duplication  in  the  pocket 
at  the  end  of  this  manual. 

•  Record  on  the  top  of  the  CR  Sheet  the  following: 

—  Name/Office  Symbol 

—  Date 

•  To  see  a  sample  of  a  CR  Sheet  refer  to  page  C-7. 


C-15 


from  block  11 


Rtcord  Fir*f/N»*t 
Catalog  Tirit 
(Col.  I.  Cfl  ST**tl 


•  Exampii  tacMow. 


to  block  13 


What  doe*  the  Catalog  Review  Sheet  look  like  token 
catalog  title A  have  been  tieeoaded? 

Example: 

ISD  1.4  Analyze  Existing  Courses 

anus  review  sheet 


^  Narrw/OH-c*  Symbol  SFC  Jose  CoQ2*ies/ ITAD 

O...  »/«/» 

Color—  1 

Column  2 

Column  3 

CATAl/  ■  TITLE 

COURSE  NO 

COURSE  TITLE 

Catalog  of  Alt  Force  training 

Courses 

from  block  12 


13 


•  Count  descriptions  in  tht  Catalog  trt  examined  If  they  appear  to  have 
application  to  tht  ARMY  MOS  then  number  and  titlt  it  recorded  in 
columns  7  8  3  so  that  the*  can  later  be  obtained  and  stemmed  m  detail 

•  see  below. 


to  block  14 


Identity  and  Record 
Course  Numbers  and 
Titles  for  Each 
Appropriate  Course 
(Colt.  2  4  3.  CR  Sheet! 


Example: 


ISD  1.4  Analyze  Existing  Courses 

CATALOG  REVIEW  SHEET 


N»m*/Off<c*  Symbol  SFC  Jose  Gonzales/ITAD 

D.«  «/»/?» 

Column  t 

Column  ? 

Column  3 

CATALOG  TITLE 

COURSE  NO 

COURSE  TITLE 

Catalog  of  Air  Force  Training 

SAZY 902X0 

Aeromedical  Evacuation  Technician 

Courses 

J  3ABR902 JO  000  J 

J3ABR90232  000 

Medical  Service  Specialist 

Operating  Room  Specialist 

from  block  16 


How  do  1  obtain  coun&cb  which  ojic  not  cunsi unity  available, 
in  the.  libnaxy? 

•  Order  these  courses  through  the  MOS  library,  school  library,  or  directly  from 
the  proponent  school. 


C-21 


k 


from  blocks  17  and  18 


to  block  20 


C-22 


from  block  19 


y/  DOSi  N. 
^Xrutt/Next  Course No 
CContam  Tjskj  Aeptopfulip*— — 
\  tor  MOS  / 


Or  aw  Line  Through 
Courje  Title  on 
CB  ShMt 


•  For  example,  see  below. 


to  block  25 


to  block  22 


(jJkat  doeA  the.  Catalog  Review  Sheet  look  tike,  when  a  eou/iAe 
haA  been  deleted? 


Example: 


ISD  1.4  Analyze  Existing  Courses 

CATALOG  REVIEW  SHEET 


Neme/Offic*  Symbol  SFC  Joae  Gontales/ITAD 


Column  t 
CATALOG  TITLE 


Column  2 
BOURSE  NO 


Column  3 
COURSE  TITLE 


Catalog  of  Air  Force  Training 
Courses 


ZY 902X0  Ae rooted l cal  Evacuation  Technician 

IABR90230  000  Medical  Service  Specialist 

3ABR90232  000  Operating  Room  Specialist 


JJAZR90270  001  Medical  Service  Technician 

J3AZR90270  002  Medical  Service  Technician 

Vocational  Nurse 
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from  block  20 


from  block  22 


to  block  25 


from  blocks  20  and  23 


Determmt  if  Course 
Development  Oocumenta 
turn  n  A<»ii»bfe  lor  f  nil/ 
i  Appropriate  Course 


to  block  26 


•  Properly  p.t'iwred  (SO  courses  will  have  course  development  documentation 
(the  front  end  analysis)  available 

•  f  o*  guidance  m  obtaining  this  documentation,  see  nelow 


How  do  I  deteAmine  Zfi  c.oivu>e  de.veZopme.nt  doaumentatlon 
Z6  avaZlable? 

•  Course  development  documentation  may  be  difficult  to  locate.  However,  if  the 
course  was  properly  developed  the  information  should  be  part  of  the  Audit  Trail. 
Different  schools  and  services  may  call  it  by  various  names  Contact  the  school 
which  developed  the  course  and  request  information  on  how  the  course  was 
developed  and  validated. 

•  Look  at  blocks  30,  31,  32  and  33  to  determine  the  kind  of  information  you  need. 


C»26 


to  block  28 


from  block  26 


Obtain  Existing  Count 
Analysts  Stotts  (ECA) 
to*  Etch  Count  Having 
Count  Otvtiopmtnl 
Documentation 


to  block  29 


•  Analyst  of  ttch  appopnate  axating  count  is  documanted  on  the  Existing  Count 
Analysis  Shatt  (ECA)  Tht  ECA  Stott,  ttofttpa.  pom  das  a  record  of  Met) 
decision  in  tht  analysis 

•  Fo*  guidance  in  obtaining  ECA  Stotts,  see  btlow 


WfieAe.  do  I  goX  an  Exiting  Con/iAe,  kmZijhiM  Shzzt 
{ECA  Skcxtf)? 

a  The  Existing  Course  Analysis  Sheet  (ECA)  is  available  for  duplication  in  the 
pocket  at  the  back  of  this  manual. 

a  To  see  a  sample  of  a  completed  ECA  Sheet  refer  to  page  C-8. 


from  block  7.8 


Rtcord  Identification 
Information  at  Top  of 
ECA  Shnt  (or 
First/Naxl  Course 

"T  " 

to  block  30 


•  f den fi  (tea non  includes 

Your  name/oHice  symbol  Date  o(  Review 

Course  Title 

Course  No  Date  o(  Course  Publication 

Office  Symbol/AUTOVON  o>  Course  Autbor(s) 

•  For  sources  ol  information  and  an  example  ol  the  lorm  wdsen  information  has 
been  recorded,  set  below 


Where  do  I  obtain  identification  information  and  what  doet 
the.  ECA  Sheet  took  tike,  when  recorded? 


Information  Required 

Source(s) 

]  Course  Title,  Course  Number 

•  Appropriate  catalog 

Catalog  Title 

•  Catalog  cover 

Date  of  Review 

•  Date  on  which  you  begin  course  analysis 

Date  of  Course  Publication 

•  Course  or  course  development  documentation 

Office  Symbol/Autovon  of 

Course  Author(s) 

•  Course  description  in  catalog  or  contact  with 
proponent  school 

Example: 

ISD  I  4  Analyze  Existing  Courses 

EXISTING  COURSE  ANALYSIS  SHEET 

(ECA  Sheet) 


IDENTIFICATION 

Your  Naine.'OrtiCr  Svmtv' _ S*1  l«*so  i.onZ.lli-' 

Course  Tiilt  B.sslc  '■’list  Aid  Mr  Soldu-rs 
Course  No  AHS  26J 

Officr  Syn>  -ir/AUTOVON  o«  Cnuiw  Ai,«w.i.ti.  »*» 

SECTION  A  FRONT  E NO  ANALYSIS  tffAl 


from  block  29 


Arawt'  Qimtion  1  on 

ECAStaat 
Chick  V«  w  No  is 
Appropruie 


to  block  31 


•  Qudtion  1  Kki  if  tht  wjuipmtoi.  doctrine,  nvnpowtr  and  pmonnel  sysiims  arc 
mam.aJly  the  tama  n  «Aan  the  Front-End  Analyvt  «M  conducted 

•  For  •  further  explanation  and  guidance  in  antwai.nj  QuaHion  ].«*  below 


How  do  l  doXotmino.  the.  antweA  to  Question  1? 

•  Note  the  date  on  which  course  was  published. 

•  Check  the  following  sources  to  determine  what  changes  in  equipment,  doctrine, 
manpower  and  personnel  systems  have  taken  place  since  the  course  was 
published. 

—  Tables  of  Organization  and  Equipment  (TOE) 

—  Tables  of  Distribution  and  Allowances  (TDA) 

—  Job  supervisor  interviews 
—  Subject  Matter  Experts  (SME) 

—  Equipment  modification  work  orders 

—  Directorates  of  Combat  Development  (Organization  and  Operations  Concepts) 
—  DA/TRADOC  Circulars  and  Pamphlets 
—  Army  Regulations 
—  Technical  Manuals 
—  Soldier’s  Manuals 
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from  block  30 


Antwtr  Qunlior  2  on 
ECA  Shut 
Check  Vt*  o*  No 
*  Appropriate 


to  block  32 


•  Question  2  »ks  it  on  sitt  interviews  end  observations  end/or  quutiomwre 
surveys  **<e  i  source  of  job  data  for  an  existing  job,  or  <t  panel  ot  experts  mu 
a  source  of  job  data  for  a  new  job 

e  for  a  further  explanation  and  guidance  m  answering  Question  2.  see  below 


How  do  I  d&teAmlm  th<L  an&iveA  to  Question  2? 

•  This  information  concerning  the  original  job  analysis  should  be  part  of  the 
Audit  Trail,  listed  under  the  data  collection  plan. 

e  From  studying  IPISD  Block  1.1  (TRADOC  Pam  350-30)  you  know  that  the  more 
contact  the  job  analyst  has  with  the  field,  the  better  the  product,  both  in  terms 
of  accuracy  and  acceptability  by  the  field.  Look  for  evidence  of  this  contact. 
You  cannot  accept  the  Front-End  Analysis  if  it  was  based  solely  on  old  course 
lesson  plans  or  other  sources  removed  from  the  field. 


from  block  31 


Anjv«ei  Qu«(ion  3  on 
ECASIwt' 

Cheek  Yes  oi  No  »i 
Appropnate 


T 


to  block  33 


•  Question  3  *tk t  if  tasks  wtte  analyzed  ac caidtnq  to  then  steps  >n  performanct. 
conditions,  cues  end  stand*'  & 

•  Fix  a  iui  th*<  expiaiwliuu  and  tfuitlente  m  atiiMniig  Queil.ou  3.  yet  bduae 


How  do  I  deXeAmim  tho.  ayi&weA  to  Question  31 

•  The  procedures  used  in  task  analysis  should  be  identified  in  the  Audit  Trail. 

If  not,  you  may  have  to  look  at  the  course  content  itself  to  determine  if  tasks 
are  performance-oriented  rather  than  topic-oriented.  (Complete  your  review  of 
course  development  documentation  before  reviewing  course  content.) 

•  If  the  tasks  are  performance-oriented  it  should  be  easy  to  identify  the  steps  in 
performance  (elements)  and  their  associated  conditions,  cues  and  standards. 
(Also  called  performance  measures.) 

•  If  the  tasks  are  topic-oriented  there  will  be  no  mention  of  these  things.  Rather 
than  a  course  based  on  “what  to  do”  or  “how  to  do  it’’  the  course  will  simply 
tell  “about”  a  subject  area. 


from  block  32 
33 _ I  _ 


Arowtr  Qutition  4  on 
EGA  Shat! 

Chock  Y«  of  No  a 
Appropriate 


to  block  34 


•  Question  4  uks  it  ihe  selection  ot  critical  talks  wes  based  on  generally  the  same 
criteria  as  used  by  your  command  in  critical  task  selection 

*  For  a  lurther  caplanotion  and  guidance  in  answering  Question  4.  see  below 


How  do  1  deXeAmine.  the.  omaww.  to  Question  4? 

•  The  purpose  of  this  question  is  to  determine  if  the  proper  tasks  are  being  taught 
for  the  needs  of  the  MOS  and  skill  level  you  are  analyzing. 

•  In  reviewing  course  development  documentation  look  for  evidence  that  the 
following  criteria  were  considered: 

a)  time  to  train  OJE 

b)  consequences  of  inadequate  performance 

c)  probability  of  emergency  performance 

•  Also  try  to  determine  if  the  data  upon  which  selection  of  tasks  was  based,  was 
obtained  from  a  population  similar  to  the  one  you  are  working  on  in  skill  level 
and  geographical  locations. 

•  Finally,  try  to  determine  if  those  who  developed  the  existing  course  were  working 
with  basically  the  same  time,  money  and  other  resource  constraints  that  exist  in 
your  command. 
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from  block  34 


to  block  37 


•  The  Task  Listing  Sheet  is  ustd  10  record  all  the  tasks  taught  m  a  particular 
course 

•  Foi  guidance  in  obtaining  the  Task  listing  Sheet,  see  belo* 


Whe/ie.  do  I  gojt  a.  Teak  Lifting  Ske.eX? 

•  The  Task  Listing  Sheet  is  available  for  duplication  in  the  pocket  at  the  back  of 
this  manual. 


•  To  see  an  example  of  a  completed  Task  Listing  Sheet,  refer  to  page  C-37. 


from  block  ?6 


to  block  38 


•  For  guidance  in  filling  out  the  Task  Listing  Sheet, see  below. 


i 


What  u  the  puApo&e  o£  ^MJLlnq  out  the.  Taik  Luting  Sheet?  I 

•  The  purpose  is:  . 

—  to  identify  tasks  taught  in  systems-engineered  courses  similar  to  those  required 
for  your  MOS 

—  to  provide  input  to  personnel  responsible  for  deriving  task  inventory  for 
this  MOS 


How  do  I  complete,  the.  Touk  Luting  Sheet? 

1)  Fill  in  identification  information  at  the  top: 

•  Your  name/office  symbol 

•  Date 

•  MOS  being  analyzed 
-  MOS 

—  Skill  Level 

•  Course  being  reviewed 
—  Course  Title 

—  Course  Number 

2)  List  all  tasks  included  in  the  course  being  reviewed. 

3)  Place  a  check  (V  )  in  the  column  labeled  “Not  relevant”  opposite  any  task 
that  you  consider  is  not  relevant  to  your  MOS. 


C.36 


(jjkcut  doea  the.  Teak  Uating  Shunt  look  like.  a.{tesi  it  hca 
been  filled  out? 

Example: 


ISD  1.4  Analyze  Existing  Courses 

TASK  LISTING  SHEET 


Your  N*me/0«'C*  Symbol  SFC  Jose  Conzales 

0... 

MOS  BEING  ANALYZED 

MOS  12B 

Skill  Lew?)  1 

COURSE  BEING  REVIEWED 

Cooim  ylMt  Basic  First  Aid  for  Soldiers 

Cou'i«  No  "IS  263 

Tasks 

|  Not  Relevant 

Apply  the  four  life-saving  measures.  j  1 

Administer  artificial  respiration. 

Immobilize  fractures. 

Perform  first  aid  for  special  wounds. 

Apply  first  aid  measures  for  burns. 

Apply  preventive  measures  to  reduce  climatic  injuries. 

Apply  tirst  aid  f  >r  headaches. 

I 

i 

! 

i 


from  block  37 


•  For  i  further  n,>lananon  and  guidance.  see  below 


to  block  39 


Why  and  hou)  should  a  juAy  o ^  zxpzAU  ve/U-fiy/alteA 
the.  tcuk  tUt? 


•  Although  you  have  accepted  the  job  analysis  conducted  by  the  developers  of  the 
existing  course  you  should  check  with  other  subject  matter  experts  (SME’s)  to 
be  sure  the  tasks  included  in  the  course  are  the  same  ones  required  in  the  skill 
level  of  the  MOS  you  are  analyzing. 

•  Ask  at  least  two  other  SME’s  to  review  the  task  list.  Any  tasks  which  are 
inappropriate  should  be  checked  ( *0  in  the  column  labelled  “Not  relevant.” 


from  block  39 

L_1 . 

T*i;s  l.i»i  foi 

tveniuai  Submission  10 
Jot)  Analysis  Personnel 


•  The  list  o<  tasks  taught  m  this  course  will  provide  input  to  the  job  analysts 


to  block  43 


from  block  42 

;  -4 — 

II  Answti  Overturn  S  on 
11  tCASbwi 
1 1  Check  Y«  or  Ni.  « 

I  Appropnatr 


•  Th.j  step  begins  eajm>n*r-on  id  cumi*  r  untettl 

•  Ouniion  5  «tki  <1  the  pert  or  mince  descriptions  'meesures'  tor  the  win  teughr 
m  the  course  hive  Been  reisonibiy  uveii  developed 

•  foi  ituiiher  e»piinjt'un  end  guidince  ■«  enswenny  Uuest.or'  'i  see  beluw 


to  block  44 


Hoiv  do  I  Question  5? 

•  Careful  review  of  a  small  sample  of  performance  descriptions  (measures)  will 
give  you  an  idea  of  whether  most  of  the  performance  descriptions  are  generally 
acceptable.  If  the  ones  in  the  sample  appear  reasonably  well  developed,  then 
you  will  want  to  review  all  of  them. 

•  The  following  three  examples  will  explain  the  basis  for  judgement. 

1)  If  the  task  is  “adjust  carburetor”  and  the  performance  description  is  “tell 
why  well-adjusted  carburetors  are  important,”  the  performance  description 
is  very  poorly  developed.  The  match  between  “adjust”  and  “tell  why” 
lacks  validity  and  fidelity. 

2)  If  the  task  is  “destroy  bridge,”  and  the  performance  description  is  “given 
appropriate  tools  and  equipment,  destroy  bridge,  in  the  face  of  enemy 
fire,  in  one  hour  or  less,”  you  can  reject  the  existing  course  because  the 
performance  test  is  impossible  to  administer. 

3)  If  the  task  is  “field  strip  an  M203  Grenade  Launcher  under  night  condi 
tions,  in  two  minutes,  you  have  a  reasonably  well  developed  performance 
description. 

•  Remember,  if  the  majority  of  performance  descriptions  are  reasonably  well 
developed  you  should  answer  “yes.”  You  will  be  given  space  to  revise  the 
few  which  you  do  not  agree  with  on  the  ECA  Sheet  in  a  later  step. 

•  If  the  majority  of  performance  descriptions  are  really  unacceptable  you  should 
reject  the  whole  course. 


from  block  43 


to  block  46 


•  Evan  il  it*  complet*  count  u  unaccaptafale 
Out  to  poor  performance  tacnptiom.  tome 
parti  of  it  may  be  ujaful 

•  For  example*  of  potentially  uietut  parte  of  a 
count,  we  below 


How  do  I  dtleAtnint  and  tl&t  potentially  uAtfiul 
paAte  ol  tkU  c.ou/16 a? 

•  Look  for  segments  of  the  course  which  could  be  incorporated  into  a  new  course 
by  course  development  personnel.  As  an  SME  you  will  be  able  to  identify  such 
things  as  graphics,  slides,  skill  performance  aids,  etc.,  which  are  useful  in 
themselves. 


What  doe-6  tht  EC  A  Sh&et  look  tike,  wktn  Station  F 
-la  complttzd? 

Example: 


SECTION  f  USEFUt  PARTS  (Lilt  t«y  parti  of  court*  wtwch  ihouid  ba  incorporat'd  new  count*! 

1.  One  10-mlnute  3  *>  mm  slide  presentation  demonstrating  installation  of  the  tail  rotor  gear  box. 

2.  One  set  of  transparencies  detnonstr.it  lug  the  maintenance  operational  check  of  the  main 
transmission  oil  system. 

1.  Student  handout  describing  procedure-  lor  tr-nihleshoot Ing  the  main  ttansmfsslon  oil  system. 

s.  Lecture  s> r;pt  entitled  “Component-  and  Trouble -hoot  I ng  Procedures,"  explaining  the  relationships 
between  the  component:  "f  the  malt.  transmission  nil  system  and  the  procedures  for  troubleshooting 
the  system. 

b.  Student  outline  describing  the  component  :■  "I  the  main  transmission  oil  system. 

b.  Set  of  schem.it t<  i*  me  slides  demonstrating  procedure  lor  Inspecting  the  main  transmission  oil 
svstem  fm  external  evidence  of  damage- 


C-42 


from  blocks  46  and  47 


AfttiMf  QuKtiOfl  6  on 
ECA  Shttt 
CMck  Y«  or  No  h 
Appropfutt 


to  block  49 


•  Question  6  asks  it  •xwnpitt  and  term  mot  of y  in  rtw  course  art  eppropriaie  tor  the 
MOS  in  which  th#y  would  be  included  tor  Ire  >»nf 

•  For  *  tun  her  explanation  and  finoence  m  aniwaimf  Question  6.  wt  below 


Hou)  do  I  determine.  the  an&weA.  to  Question  6? 

•  Even  though  you  may  have  found  an  acceptable  course  there  may  be  language 
barriers  created  by  specialized  terminology. 

—  Check  to  see  if  the  vocabulary  is  familiar  to  soldiers  who  would  be  using 
the  materials,  e.g.,  a  Navy  course  may  refer  to  a  “deck”  rather  than  a  floor, 
or  a  “head”  rather  than  a  “latrine.” 

—  Check  to  see  if  examples  are  ones  the  soldiers  in  your  MOS  could  relate 
to.  Many  customs  and  duties  common  to  the  Army  of  10  years  ago  may 
be  unfamiliar  to  today’s  soldier;  examples  taken  from  other  services  are  even 
more  likely  to  be  unfamiliar. 
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from  block  48 


Did  You  N 
vmt  QuHticm  6 
IMth  "No" 


lit!  Subjected  Revinoru 
in  Stction  E  on  ECA 
Sheet 


•  In  Section  E  t*««son»  kit  luted  which  would 
mekt  the  court*  more  appiopriata  10  thu  MOS 

•  For  further  explanation  and  guidance,  tee  helm 


to  block  51 


How  do  I  Zndlcata  naadad  n.&vZ6Zon&  In  zxamptoA 
and  tznminoZogy? 

•  Make  a  list  of  all  inappropriate  terms  and/or  examples.  Opposite  each  inappro¬ 
priate  term/example  record  your  suggested  change  in  Section  E. 

•  If,  however,  you  think  there  are  so  many  revisions  to  be  made  that  the  course 
would  be  altered  drastically,  indicate  this  by  recording  “revisions  impractical” 
in  Section  E. 


What  dote  tha  ECA  Skaat  Zook  tike  whan  Section  E 
u>  complaZad? 

Example: 


SECTION  *:  fttCOMMENTATtONS  FOX  REVISIONS  OF  TERMS  ANP  EXAMPLES  (8uagit.il  Own*! 

change  tern  "systeas  engineering  of  training"  to  "Instructional  systems  development  of  training. ’ 
Include  worsen  soldiers  in  Illustration  2-B. 
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from  blocks  49  and  50 


Anttttt  Question  7  on 
ECA  Sheet 
Check  Yu  o'  No  ts 
ApproptitU 


to  block  52 


•  Question  7  esks  il  validation  documentation  ts  attaptabl*  It  n  is  not  available  es 
P*t  ol  course  development  documentation.  check  "No" 

•  For  furthat  CKpIsnation  and  guidance  in  answering  Question  7, see  below 


How  do  I  deXeJvmlne  validation  docmcntotion 
'Li  acceptable.? 

•  Check  to  see  what  kind  of  a  group  was  used  to  validate  the  course.  Was  it 
similar  to  the  soldiers  in  the  skill  level  of  the  MOS  you  will  be  training  in: 

—  previous  military  training 

—  education  level 

•  Check  to  determine  if  field  feedback  data  is  available.  Analyze  this  data. 

•  Analyze  feedback  from  students  and  instructors,  if  available. 


I 


) 

046  . 


I 


from  block  51 


•  Course  must  be  validated  it  documentation  it 
unavailable 

•  Course  must  be  revalidated  if  onpnal  validation 
is  unacceptable  or  if  extensive  revisions  are  made 

•  This  analysis,  as  documented  on  the  ECA  Sheet, 
win  save  Course  Development  from  duplication 
of  effort 


to  block  55 


from  blocks  53  and  54 


•  Course*  which  have  been  validated  are  suitable  tor  relerences  m  the  CM/SM 

•  For  further  explanation  and  guidance,  tee  below 


How  do  I  dztznminz  whzthzA  zouaaz  i&  ^uiXabiz  £oa 
AzfizAznzz  in  CommandzA*  6  ManuaZ  oa  SotdizA '6  Manuat? 

•  Earlier,  you  were  asked  whether  the  validation  documentation  for  the  course  being 
examined  was  acceptable  for  your  target  population.  (See  page  C-46) 

•  The  course  should  be  considered  as  acceptable  for  reference  in  Commander’s  and 
Soldier’s  Manuals  when: 

—  validation  documentation  is  acceptable  and  no  revisions  are  necessary 

—  validation  trials  have  been  completed  for  those  portions  of  the  course  that 
require  revision.  (See  blocks  53  and  54,  Manual  page  C-47). 

How  do  X  AzcoAd  thout  thz  zouAbz  ii  iuiXabtz  lo> t 
AzfizAznzz  in  CommandzA’ i>  Manual,  and 
SoZdizA* 4  Manual.? 

•  If  suitable  for  use  as  a  reference  in  the  CM/SM  print  across  top  of  Task  Listing 
Sheet,  “REFERENCE  FOR  CM/SM”  (Use  Bold  Letters) 

•  If  not  suitable  for  use  as  a  reference  print  across  top  of  Task  Listing  Sheet, 

“NOT  SUITABLE  FOR  REFERENCE  FOR  CM/SM” 


to  block  56 


C-48 


What  doei  the  Ta6k  bitting  Sheet  look  like  a{ten 
I  have  n.eeon.ded  that  the  coante  it  waitable  {on. 
ute  at  a  n.e{en.ence  In  the  Commander' 6  and 
Soldien’6  Manual? 

Example: 


“RE  FE«EWC£  FOR  CM/s*i 

ISD  1.4  Analyze  Existing  Courses 

TASK  LISTING  SHEET 


Voo.  N.™,OM.«  Symbol  SFC  Jo»‘! 

0,,,  9/25/76 

MOS  BEING  ANALYZED 

MOS  12B 

Skill  level 

1 

COURSE  BEING  REVIEWEO 

Course  Title  Basic  First  Aid  for  Soldiers 

_  Course  No  AHS 

263 

Tasks 

Not  Relevant 

from  block  56 


Submit  Task  listing  Sheets 
to  Job  Analysis  fosonn*! 
and  ECA  Sheets  to  Course 
Development 


to  block  58 


•  Luting  Sheets  ate  iu  5m -tied  to  Job  Analysis  Section  for  then  use  -n 
>)  |0b  and  task  analysis  and  2)  the  Training  Mateeals  References  Section 
of  CM'SM 

•  ECA  Sheets  are  submitted  to  persms  responsible  for  Review/Seieci  Existing 
Material  m  Comse  Development 
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from  block  57 


Wkat  Ia  the  importance  ofi  ptie.pasu.nQ  corme.rU  £osi  people 
making  In  otheA  AtepA  o&  the  inA  fractional  AyAtemA 
development  pswceAA?  Hour  do  I  Accord  them? 

•  In  order  for  the  Instructional  Systems  Development  process  to  work  effectively 
it  is  imperative  that  there  be  forward  and  backward  communication  between  the 
people  involved  in  the  process.  At  some  time  or  other  you  have  probably  com¬ 
plained  about  the  input  that  has  been  provided  to  you.  Sometimes,  you  may 
have  had  to  do  work  that  should  have  been  performed  in  previous  steps. 


IT  IS  IMPORTANT  THAT  YOU  FEED  THIS  INFORMATION  BACK 
TO  THE  APPROPRIATE  PEOPLE  SO  THAT  REVISIONS  CAN  BE 
MADE  TO  EFFECT  IMPROVEMENT  IN  THE  END  PRODUCT. 
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In  your  research  for  this  step  of  the  Instructional  Systems  Development  process  you  may 
have  discovered  additional  information  that  you  think  may  be  useful  to  people  who  will 
be  working  in  steps  that  follow  this  one.  If  so,  it  is  equally  important  that  you  pass  this 
information  on  to  the  appropriate  people. 


REMEMBER,  COMMUNICATION  WITHIN  THE  INSTRUCTIONAL  SYSTEMS 
DEVELOPMENT  PROCESS  IS  CRITICAL  FOR  EFFECTIVE  INSTRUC¬ 
TIONAL  DEVELOPMENT 


•  A  copy  of  the  ISD  COORDINATION  SHEET  can  be  found  in  the  back  of  this  manual. 
Make  sufficient  copies  to  enable  you  to  send  one  to  every  individual  you 

wish  to  communicate  with— plus  copies  for  your  records. 

•  Complete  the  ISD  COORDINATION  SHEET  in  duplicate.  Send  one  copy  to 
the  individual  and  attach  one  copy  to  the  Instruction  Settings  Selection  Package 
(ISR  Sheets). 
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CH  Sheet 


JOB  AID  FOR 

SELECTING  INSTRUCTIONAL  SETTINGS 


ISD  1.5 
Manual 

This  is  the  4th  in  a  series  of  ISD  Job  Aids  for  use  in  instructional  design  and 
development.  This  volume  is  to  be  used  as  a  supplement  to  the  primary  document, 
“Job  Aids:  Descriptive  Authoring  Flowcharts  ISD  1.5  Select  Instructional  Setting.” 
The  flowchart  document  will  direct  you  to  specific  guidance,  examples,  and  references 
provided  in  this  volume.  If  you  do  not  have  the  primary  flowchart  document,  request 
it  from  your  supervisor. 


The  wording  in  this  manual  should  not  be  construed  to 
discriminate  between  the  sexes.  In  order  to  avoid  a 
repetitious  use  of  the  terminology,  "he/she,"  the  terms, 
“he,"  "him,"  and  "his,”  as  well  as  "men,"  are  intended 
to  include  both  the  masculine  and  feminine  gender.  Any 
exceptions  to  this  usage  will  be  so  noted. 
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from  block  1  or  2 

3 


•  Overne*  inc'i/tfes 
Oh  iec  lives 
Purpose 

Maiot  steps  n>  process 
Worksheets  used 


^  Overview  nt  Itisinicironal  I 
Settings  job  Aid  I 


h 

to  block  6 


TOAat  U  (Ac  ^kaXsiucMo-kclI  SctUnf*  f<*A  /ltd  a,U  a&atct? 

•  OBJECTIVE 

1.  Given  a  list  of  tasks  selected  for  training  within  a  single  skill  level,  select  the 
most  appropriate  instructional  setting  for  training  each  task  to  the  Soldier's 
Manual  Standard.  (Qualification  Training) 

2.  Given  the  appropriate  worksheets  and  instructions  on  how  to  fill  them  out, 
record  the  basis  for  each  instructional  setting  selection. 


•  PURPOSE 

The  purpose  of  this  aid  is  to  help  you  choose  instructional  settings  (training  locations) 
for  tasks  selected  for  training  within  each  skill  level.  Due  to  advancements  in  instruc¬ 
tional  technology  it  is  often  more  cost-beneficial  and  efficient  to  train  tasks  in  a  non- 
institutional  (extension)  setting.  This  aid  is  designed  to  help  you  identify  as  many  tasks 
as  possible  for  which  extension  training  is  appropriate. 
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PRODUCT 


—  This  job  aid  will  result  in  a  listing  of  all  critical  tasks  in  which  each  task  is 
assigned  for  training  to  one  of  the  following  instructional  settings: 

a.  Institution  (Resident  school  training) 

b.  Supervised  On-the-Job  Training  (SOJT) 

c.  Self-study 

—  This  output  will  be  especially  useful  in  the  preparation  of  the  Commander’s 
Manual. 


DESCRIPTIVE  FLOWCHART 

—  The  flowchart  on  pages  D-70  thru  D-73  shows  the  major  steps  in  the  use  of  the  Job  Aid 
for  Selecting  Instructional  Settings  for  all  critical  tasks.  The  flowchart  will  be  useful  to 
you  in  getting  a  clear  picture  of  the  overall  process  used  in  this  job  aid.  A  more  com¬ 
pletely  described  flowchart  is  provided  in  Job  Aids:  Descriptive  Authoring  Flowcharts , 
pages  D-l  thru  D-21. 


OVERVIEW  OF  MAJOR  STEPS  IN  SELECTING 
INSTRUCTIONAL  SETTING: 

Step  1.  Tasks  selected  for  training  are  listed  and  categorized  by  skill  level 
and  duty  position. 

Step  2.  Task  performance  data  is  obtained  and  recorded  for  each  task.  That  is: 

a.  In  which  duty  position  is  the  task  performed? 

b.  What  percentage  of  soldiers  perform  the  task? 


Step  3.  Initial  assignment  of  the  task  to  one  of  three  instructional  settings  (institu¬ 
tion,  supervised  on-the-job  training,  or  self-study)  is  made  based  on  the 
answers  to  the  following  14  questions: 

(1)  Is  task  a  common  skill  level  task? 

(2)  Is  task  performed  by  a  high  percentage  of  soldiers? 

(3)  Is  task  performed  in  a  similar  manner  in  various  duty  positions 
and  units? 

(4)  Is  proficiency  in  task  performance  retained  over  time?  (i.e.,  Not 
easily  forgotten) 

(5)  Does  task  require  considerable  theoretical  knowledge? 

(6)  Must  the  task  be  performed  immediately  on  entry  to  the  job? 

(7)  Is  the  task  a  prerequisite  for  learning  to  perform  other  school 
trained  tasks? 

(8)  Is  training  equipment  and/or  facilities  only  available  at  the  school? 

(9)  Is  the  equipment  required  for  individual  training  of  the  task  in  the 
unit  available  at  most  units? 

(10)  Are  personnel  with  the  necessary  expertise  to  conduct  training  of 
the  task  available  at  most  units? 

(11)  Do  operational  requirements  at  most  units  allow  sufficient  time  for 
the  soldier  to  receive  training  in  the  unit? 

(12)  Can  the  task  be  learned  with  very  little  supervision? 
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(13)  Does  the  soldier’s  schedule  allow  sufficient  time  for  independent 
study? 


.  .-r Hi'rtWNI 


(14)  Can  everything  required  for  training  (which  is  not  already  available 
in  the  unit)  be  included  in  the  exportable  training  package  at  a 
cost  competitive  with  school  (institution)  training? 

The  complete  list  of  questions  is  not  necessarily  asked  for  each  task. 
Questions  are  asked  only  until  a  decision  is  reached  for  task  assignment  to 
a  particular  instructional  setting.  As  a  consequence  of  the  sequence  of 
questions,  only  a  few  tasks  require  that  all  14  questions  be  asked  before  an 
initial  instructional  setting  is  selected. 

Step  4.  Administrative  review  and  final  selection  of  instructional  setting. 

a.  In  Step  3,  tasks  were  assigned  initially  to  one  of  the  three  instructional 
settings.  In  this  step  each  task  is  reviewed  to  determine  if  the  initial 
assignment  is  still  the  best  instructional  setting  on  the  basis  of  expert 
opinion. 

b.  After  reviewing  each  task  and  asking  questions  similar  to  those  above, 
any  indicated  changes  in  instructional  setting  is  made.  The  rationale  for 
each  change  is  to  be  carefully  documented. 

c.  The  task  listing  with  the  final  selections  of  instructional  settings  is 
submitted  to  the  supervisor  for  review  and  revision. 


•  WORKSHEET  USED 

—  The  Tables  on  pages  D-8  and  D-9  show  a  sample  of  the  front  and  back  of  a  com¬ 
pleted  Instructional  Settings  Recording  Sheet  (ISR). 
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from  blocks  4  and  5 


•  Task  listing  includes 

All  tasks  selected  tot  training  grouped  try 
skill  level 


Guidance  lor  Obtaining/ 
Preparing  List  ol  Selected 
Tasks 


>  List  ot  tasks  selected  lor  training  should 
be  available  as  output  trom  ISO  I  2  Select 
Task/Functions 


•  It  procedures  tor  selecting  tasks  were  not 
complete,  go  to  Job  Aids  Descriptive 
Authoring  Flowcharts  ISO  I  2  Select  Tasks 
toi  Training 


When  list  has  been  obtained  return  to 
Manual.  ISO  15  Select  Instructional 
Setting,  Block  6,  page  0  10 


to  block  8 


from  blocks  6  and  7 

I 


o 

Yuu  «Ydnl 

d  Oescnuiioii  ut  _ Y« 

tdCh  t»t  the  IusiiucIiiiimI^ 

SetM>g»  Used , 


•  The  ihiee  mstfuct>oiial  settings  aie 
Institution  (INSTI 

Supeivised  on  lb*  job  Hammy  I  SO  JT  > 
Sett  Stutlv 


Oesuipi'on  »t  f  •  foi  ■>  dcsoipnon  ot  each  insiiuitcoiid! 

Inst'octinrid'  Selling*  -  selling  used  in  11ns  /Ob  aid  see  tHsluwi 


I 


to  block  10 


Tofalt  <VU  t&€  t&siet  i*4tXU,CtiOH4lt  <UtU*f6? 

•  The  instructional  setting  will  often  determine  both  the  location  and  manner  in 
which  instruction  on  a  task  is  to  take  place.  The  following  table  provides  a 
brief  description  of  each  of  the  instructional  settings.  Table  D-12  shows  some  of 
the  advantages  and  disadvantages  of  each. 

•  Selecting  the  most  appropriate  instructional  setting  is  important  for  several  reasons. 
Among  them  are: 

—  Soldiers  learn  tasks  better  in  the  proper  setting  and  retain  them  longer. 

—  With  training  requirements  increasing  in  a  time  of  decreasing  resources,  the 
best  possible  use  must  be  made  of  our  trainers  and  our  training  dollars. 


¥ 
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Table  D-12 


Description  of  Instructional  Settings 


Table  D-13 


Advantages  and  Disadvantages  of  Three  Instructional  Settings 


Instructional  Setting 

Advantages 

Disadvantages 

Usually  best  setting  for  training 
common  skill  level  tasks  or 

Lack  of  real  world  environment 

tasks  that  are  performed  by 

High  cost  of  soldier's  housing 

large  percentage  of  soldiers  in 

and  travel 

INSTITUTION 

the  MOS/skill  level 

Time  is  spent  away  from  job 

Sophisticated  training  resource 
and  expertise  available 

assignment 

Effective  for  training  tasks  that 

May  tie  up  unit’s  equipment  and 

can  be  learned  faster  or  better 

thus  equipment  may  not  be  avail- 

SUPERVISED 

ON-THE-JOB 

with  hands-on  experience 

able  for  operational  use 

TRAINING 

Soldier  contributes  to  unit's 
mission  while  learning 

May  overburden  supervisors 

Reduces  time  available  in  unit  for 
operational  requirements 

Effective  for  training  tasks 

If  study  occurs  during  normal 

i 

which  can  be  learned  without 

duty  hours,  this  type  of  training 

an  instructor  or  where  little 

may  reduce  time  available  in  unit 

SELF  STUDY 

supervision  is  required 

for  operational  requirements 

Can  be  accomplished  at 

May  require  soldier  to  devote 

trainee's  convenience 

considerable  off-duty  time  to 

study 
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from  blocks  8  and  9 


Obtain  Instructional 
Settings  Recording 
Sheet*  (fSR) 


to  block  1 1 


•  Instructional  settings  daemons  arc  recorded  on  the  Instructional 
Settings  Recording  Sheet  (ISR).  The  ISR  Sheet,  therefore,  provides  en 
historical  record  ot  these  decisions  and  the  basis  for  each 

•  For  gu. dance  in  obtaining  ISR  Sheets,  see  below 


KJ lent  «U  *)  fet  cut 

*)**t*uetie*tctl  Scttinf*  fcec&tcU*$  Sleet  fiSZ? )? 

•  The  Instructional  Settings  Recording  Sheet  (ISR)  is  available  for  duplication 
in  the  pocket  at  the  end  of  this  manual. 

•  To  see  a  sample  of  a  completed  ISR  Sheet  refer  to  pages  D-8  and  D-9. 


from  block  1C 


"  4 

I  Obtain  Intor m j ! ion 
I  Neceoaiy  *o»  Setting  Up 
9  the  IS H  Sheet 


1 


•  In  toe  mat  io  n  needed  tot  'jetting  up'  'be  ISH  Sheet  includes  the  following 
-  L'JI  of  crilicni  (asks  and  then  identilying  numbeis 

MOS  code 

Skill  level  designation 

Duty  positions  within  (kill  level 

tasks  peifoimed  m  each  duty  position 

Peicentage  ol  soldiers  m  skill  level  peiluimmg  each  task 

•  Souices  I oi  this  mlotmalion  are  shown  below 


to  block  12 


ItJfaU  ittfaimeUc**  eta  octet  <tW  w&tnt  etc  *)  $tt  it? 


•  The  following  information  is  needed  before  you  can  set-up  the  ISR  Sheet. 

Sources  for  locating  each  item  of  information  are  identified  and  in  most  cases 
throughout  this  manual  the  source  will  be  rated  as  “excellent,”  “good,”  or  “fair.” 
Understandably  not  all  sources  of  information  will  be  readily  available  to  you. 
However,  where  a  source  rated  “excellent”  is  available,  use  that  source  in  preference 
to  one  rated  “good”  or  “fair.” 


Information  Required 

Source!  s) 

Remarks 

MOS  and  Skill  Level  designation 

•  Supervisor 

•  Excellent  source 

•  AR  611-1  (for  a  new  MOS) 

•  Excellent  source. 

Critical  Tasks  and 

Identifying  Numbers 

•  Output  from  ISD  1.2 

Select  Tasks/Functions 

•  Excellent  source. 

•  Output  from  ISD  1.3 
Construct  Job  Performance 
Measures 

•  Excellent  source. 

•  Soldiers  Manual 

•  Excellent  source  if  already 
prepared 

Continued 


Information  Required 

Source(s) 

Remarks 

Duty  Position 

P— — - - 

•  Output  from  ISD  1.2 

•  Excellent  source  if  list  of 

Designations 

Select  Tasks/Functions 

•  Output  from  ISD  1.3 

tasks  selected  for  training  were 
broken  out  by  duty  posjtion. 

•  Excellent  source  if  completed. 

Construct  Job  Performance 
Measures 

•  AR  611  series  for  existing 

•  Excellent  source. 

jobs 

-  AR61 1-101  (Officer 

Personnel) 

-  AR611-112  (Warrant 

Officer  Personnel) 

-  AR61 1-201  (Enlisted 

Personnel) 

•  Check  with  individuals  who 

•  Good  source 

developed  the  job  identifi¬ 
cation  For  a  new  MOS 
only. 

•  Soldiers  Manual 

•  Fair  source 

•  TOE/MTOE/TDA-s 

•  Fair  source. 

Continued 
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Information  Required 


SourceU) 


Remarks 


Tasks  Performed  in  each 

•  Output  from  ISD  1.2 

•  Excellent  source  if  list  of 

Duty  Position 

Select  Tasks/Functions 

tasks  selected  for  training 

was  broken  out  by  duty  posi- 

tion. 

•  Field  Survey 

•  Excellent  source  if  time 

permits.  See 

Resource  Manual 

•  Output  from  ISD  1.3 

>»  Fair  source. 

Construct  Job  Performance 

Measures 

•  CODAP  Group  Summary 

•  Excellent  source.  See 

Report 

Resource  Manual 

•  Panel  of  recent  incumbents 

•  Fair  source.  See 

Resource  Manual 

•  Soldiers  Manual 

•  Excellent  source  if  tasks  were 

broken  out  by  duty  position 

•  Panel  of  Subject  Matter 

•  Use  only  if  above  sources 

Experts 

are  not  available 

•  Vour  own  judgment 

•  Use  only  as  a  last  resort 
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Information  Required 

Source(s) 

Remarks 

Percentage  of  Soldiers  in 

•  CODAP  Group  Summary 

•  Excellent  source.  See 

Skill  Level  Performing 

Report 

Resource  Manual 

Each  Task 

•  Field  Survey 

•  Excellent  source  if  time 

permits.  See 

Resource  Manual 

•  Panel  of  recent  incumbents 

•  Fair  source.  See 

Resource  Manual 

•  Panel  of  Subject 

•  Use  only  if  above  sources 

Matter  Experts 

are  not  available 

•  Your  own  judgment 

•  Use  only  as  a  last  resort 
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ISD  15  Select  Instructional  Setting 

INSTRUCTIONAL  SETTING  RECORDING  SHEET 


from  block  14 

7—1 

Racord  Talk*  Performed 
in  Eac'i  Duty  Posibon 


'] 


T 


to  block  16 


•  For  guidance  m  recording  task  pe'tormance  in  each  duty  position 
see  below 


rPfiat  <U  *?  xecvut  UuA*  /Utfvtmed  1*  eucA  duty  fustititm 
*#d  Am  cU  *)  cUtvimitu,  if  (Ac  UuA  U  fwtfwued? 


•  To  record  task  performance  complete  the  following  steps: 

—  Step  1:  Examine  the  first  task. 

—  Step  2:  Place  an  “X”  on  the  ISR  Sheet  under  the  task  ID  number  for  each 

duty  position  in  which  the  task  is  performed. 

—  Step  3:  Repeat  Steps  1  and  2  until  performance  data  have  been  recorded 

on  the  ISR  Sheet  for  all  tasks  in  the  skill  level. 

•  Sources  of  task  performance  information:  See  Manual,  page  D-18. 


Example 


fob  4 


from  block  15 


« _ ] ... ... 

!  Record  on  ISA  Sheet 
I  me  Percent  of  Soldiers 
1  m  Skill  Level  Who 
|  ftrform  Each  Task 


•  co<  each  task  on  the  ISR  Sheet,  the  percent  of  io'dien  within  the  skill 
level  who  perform  the  task  ts  recorded 

•  The  percent  ol  sohUea  in  ikiU  level  performing  each  task  is  one  criterion  for 
determining  the  instructional  setting  lor  tasks 

•  For  guidance  n  determining  and  recording  the  perceni  performing  each  task 
see  below 


to  block  17 


TOiot  axe  tie  46* vice*  <*£  iofaxmaXie*  fax  dctcxmceUnf  tie 
ftexeeot  of  telcUexe  (vie  jUxfaxm  tad  tad? 


•  Sources  of  information: 

—  ISP  1.2.  Check  with  the  individual  who  selected  the  tasks  for  training  (ISD  1.2). 
Did  this  individual  use  the  Job  Aid  for  Selecting  Tasks  for  Training?  If  so,  the 
percent  of  soldiers  in  skill  level  who  perform  each  task  will  be  recorded  on  the 
Critical  Task  List  used  in  that  Job  Aid. 

—  CODAP  Group  Summary  Report.  CODAP  data,  when  available,  are  excellent 
for  determining  the  percent  of  soldiers  within  the  skill  level  who  perform  each 
task.  However,  it  is  likely  that  not  all  tasks  listed  on  the  ISR  Sheet  will  be 
represented  on  the  CODAP  Report.  Consequently,  even  when  a  CODAP  Report 
is  available,  it  will  probably  be  necessary  to  supplement  the  data  from  the 
Report  with  data  from  other  sources.  See  Resource  Manual  for  guidance  in  using 
the  CODAP  Group  Summary  Report. 

—  Field  Survey.  Field  Survey  data  are  excellent  for  determining  the  percent  of 
soldiers  who  perform  each  task.  However,  a  field  survey  should  only  be  con¬ 
ducted  when  CODAP  data  are  not  available  (or  badly  out  of  date)  and  when 
there  is  sufficient  time  to  conduct  the  survey.  See  Resource  Manual  for 
guidance  in  conducting  a  field  survey. 

—  Panel  of  recent  job  incumbents.  This  represents  a  fair  source  of  information. 

See  Resource  Manual  for  guidance  in  establishing  and  using  a  panel  of  recent 
job  incumbents. 

—  Panel  of  subject  matter  experts.  Use  this  source  only  if  none  of  the  above 
sources  are  available.  See  Resource  Manual  for  guidance  in  establishing  and 
using  this  type  of  panel. 

—  Your  own  judgment.  Use  only  as  a  last  resort. 
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TOiat  ttcfic  <txc  faUctocd  itt  cUtcxmiKlKf  and 
•tuvtdiHf  <m  tic  *?S1R  elect  tic  fictcetU  ectdienc 
fic*4fMU*$  Mci  tael  Ik  tic  iliU  UocC? 

•  If  the  percent  of  soldiers  in  the  skill  level  who  perform  each  task  has  already  been 
recorded  in  ISD  Block  1.2,  copy  the  information  from  that  source. 

•  Use  one  or  both  of  the  following  procedures  for  determining  and  recording  on  the 
ISR  Sheet  the  percent  of  soldiers  in  the  skill  level  who  perform  each  task  (here¬ 
after  referred  to  as’ “percent  performing”). 

—  Procedure  A.  When  CODAP  Group  Summary  Report  or  field  survey  data 

are  available. 

Step  1:  Examine  data  to  determine  if  task  is  listed.  If  listed,  proceed  to 
Step  2.  If  not  listed,  repeat  Step  1  with  next  task  on  ISR  Sheet. 

Step  2:  Identify  the  percent  performing  from  data. 

Step  3:  Record  percent  performing  under  the  task  on  the  line  labeled 
PERCENT  PERFORMING. 

Step  4:  Examine  next  task  listed  on  ISR  Sheet  and  repeat  Steps  1  thru  4.  » 

When  all  tasks  have  been  examined  proceed  to  Step  5. 

Step  5:  Are  there  any  tasks  for  which  you  do  not  have  percent  performing 
data  recorded?  If  no,  proceed  to  block  17,  Job  Aids:  Descriptive 
Authoring  Flowcharts  (page  D-6).  If  yes,  follow  the  steps  shown  in 
Procedure  B. 


1 


D.?4 


—  Procedure  B.  When  Panel  of  recent  job  incumbents  or  panel  of  subject  matter 

experts  are  used  as  data  source. 

Step  1:  Examine  first  task  for  which  percent  performing  data  have  not  been 
recorded. 

Step  2:  Arrive  at  consensus  opinion  within  panel  as  to  an  approximation  of 
the  percent  of  soldiers  who  perform  the  task. 

Step  3:  Record  estimated  percent  performing  the  task  on  the  line  labeled 
PERCENT  PERFORMING. 

Step  4:  Circle  the  percent  performing  number  you  entered.  This  will  identify 
the  task  as  one  in  which  percent  performing  was  estimated  by  a  panel 
rather  than  obtained  from  CODAP  or  field  survey  data. 

Step  5:  Repeat  Steps  1  thru  4  for  all  remaining  tasks  for  which  percent  per¬ 
forming  data  have  not  been  recorded.  When  finished  proceed  to 
block  27,  Job  Aids:  Descriptive  Authoring  Flowcharts  (page  D-8). 
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from  block  16 

w  ■  -i — . 

I  Esiabliih  Record 
I  Percentage  Criterion  tor 
I  " High  Performance 
I  Tasks 


•  High  Performance  Tasks"  aie  those  tasks  that  are  performed  by  a  high  per 
centage  of  |ob  incumbents  High  Performance  Tasks  ate  usually  trained  m 
the  mstitulional  instructional  setting 

•  The  peicentage  that  defines  a  high  performance  task  is  established  in  this 
block  (e  g.  at  least  80%  or  90%  ol  the  job  incumbents  perform  the  Tasks 

•  For  guidance  :n  establishing  and  recording  the  percentage  to  be  used  for  high 
performance  classification,  see  below 


to  block  18 


TViuU  (Mfinmxxtim  cU  *}  u<u  fin  tcfa&tuiltu}  tic 

ficxccMt&fc  &Ute*ic«  fa*  ii^i  fic*faxm*#cc  tcuk.  claccificAtic*? 

•  Sources  of  information: 

—  Check  with  your  supervisor.  Your  installation  may  have  already  established  a 
certain  percentage  as  the  criterion  for  training  a  task  in  the  institution. 

—  Check  with  subject  matter  experts  working  in  other  MOSs.  Find  out  what 
value(s)  they  have  used  and  their  reasons  for  selecting  that  value. 

70ic*c  cU  *}  *ccc*i  tic  flMcc*tx$c  c*Ue*lc*  fin 
Ufai  pcnfcumemcc  txci  cl**cifacAtic*? 

•  Refer  to  ISR  Sheet 

•  The  percentage  to  be  used  for  classifying  high  performance  tasks  is  recorded  on  the 
ISR  Sheet  in  the  space  labeled  CRITERION  FOR  HIGH  PERFORMANCE  TASK. 

See  the  example  below. 
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from  block  17 


from  block  20 


•  Question  1  titwmkm  if  task  it  perform*!  in  an  duty  positions 
and  rtouW  therefore  ba  daarifiod  as  a  “twnmon  Ail  level  taA". 

•  For  further  guidance  manawaroiftf  question  l.wtbekm 


de  *?  decide  ttdetdet  «  feed  ie  <t 
cemmo*  editt  tevef  feed? 

•  Steps  to  follow: 

—  Step  1:  Check  the  task  against  each  duty  position  listed  on  ISR  Sheet. 

—  Step  2:  Is  task  performed  in  all  duty  positions?  (i.e.,  Is  there  an  “X” 
recorded  for  each  duty  position?) 

—  Step  3:  Enter  a  “Y”  (yes)  or  “N”  (no)  as  appropriate  under  the  task  in 
question  1  row. 


to  block  25 


0.30 


Duty  FmHImw 


from  block  24 


•  QuWion  2  daurmmes  it  task  should  ba  dassitiad  as  a  "hiflh  |»riofmanct  U 
(Pitcantaga  was  established  in  block  17.) 

•  For  further  guidanei  in  answering  question  2,  tea  below. 


to  block  26 


de  V  decide  i£  *  taed  U  a  di$&  fiexfaim&KCC  Uud  and 

iem  U  it  tecoided? 

•  Steps  to  follow: 

—  Step  1:  Look  at  the  entry  in  the  row:  PERCENT  PERFORMING. 

—  Step  2:  Is  this  percentage  at  least  equal  to  the  percentage  entered  on  the 

ISR  Sheet  in  Block:  CRITERION  FOR  HIGH  PERFORMANCE  TASK? 


—  Step  3:  Enter  a  “Y”  or  “N”  as  appropriate  under  the  task  in  question  2  row. 


|  8)  Equipimnt/FaHiiti—  •• 


from  block  25 


*90 fat  id  fucdtid*  3  alt  afaut? 

•  Question  3  (Training  Requirements  Highly  Similar?)  is  asked  only  if  the  task  is  a 
common  skill  level  task  and/or  a  high  performance  task. 

•  Generally  a  task  classified  as  either  a  common  skill  level  task  or  a  high  percent 
performing  task  will  be  trained  in  the  resident  school  (institution)  setting. 

In  question  3  you  are  questioning  whether  task  training  requirements  are  essen¬ 
tially  the  same  independent  of  the  mission,  equipment  allocation,  geographical 
location,  etc.,  of  units  in  which  the  job  incumbent  is  assigned.  If  task  training 
requirements  are  pretty  much  the  same  an  institution  training  setting  should  be 
strongly  considered.  On  the  other  hand,  if  training  requirements  differ  con¬ 
siderably  between  units  or  duty  positions,  training  in  the  unit  (SOJT  or  self- 
study)  should  be  considered. 

70 fat  ddtxced  *4  i*faxm*tid*  **c  avcUlei&U 
fax  OMdmexixf  futdtid*  3 ? 

•  Sources  of  information 

—  Job  performance  measures  or  task  performance  descriptions  developed  in 
1SD  1.3  Construct  Job  Performance  Measures  will  be  an  excellent  source  of 
equipment  used  in  task  performance.  This  will  assist  in  determining  whether 
equipment  differences  between  units  will  have  an  effect  on  training  requirements. 

—  TOE/MTOE  and  TDA  is  another  excellent  source  of  information  concerning 
equipment  allocation  in  various  units. 

—  Training  Manuals  and  supply  bulletins  used  in  conjunction  with  TOE  should 
be  considered  as  a  good  source  of  information. 


D-33 


—  Panel  of  recent  job  incumbents  can  provide  good  information  for  answering 
question  3.  See  Resource  Manual  for  guidance  in  establishing  and  using  this 
particular  panel. 

—  Panel  of  subject  matter  experts.  This  also  is  a  good  source.  See  Resource  Manual 
for  guidance  in  establishing  and  using  a  panel  of  subject  matter  experts. 

—  Your  own  judgment.  Use  only  as  a  last  resort  or  in  conjunction  with  other 
sources. 


hm«C  tu/icxc  cU  7  t ccvut  mf  muwet  t*  fuetU**  37 

•  Procedure 

—  Record  a  “Y”  or  “N”  as  appropriate  under  the  task  in  question  3  row  of  the 
ISR  Sheet. 
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from  block  27 


28 

Ask  QuMtio 
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to  block  29 


•  Question  4  asks  <(  school  training  lor  a  task  would  be  remembered  until  the 
task  is  performed  m  the  field. 

•  For  a  further  explanation  ami  guidance  m  answering  question  4.  see  below 


TOiett  fact***  involved  tot  dttvtmtottotf  a  totti 
totuqit  tot  tit  tcitet  will  <Uill  it  xtmtmitficct  iy  tit  time  tit 
toUitx  iuu  t*  fUnfanm  tit  tot  ti  ttt  tit  f*67 

•  We  all  know  that  there  are  some  tasks  we  remember  how  to  do  more  easily  than 
others.  Factors  which  influence  retention  must  be  considered  when  you  select 
the  instructional  setting.  There  is  no  point  in  training  a  task  in  the  institution  if 
the  soldier  can’t  remember  how  to  perform  the  task  when  he  arrives  on  the  job. 
SOJT  or  self-study  should  be  considered  when  training  retention  is  likely  to  be  low. 

•  The  following  are  examples  of  factors  to  consider  in  answering  question  4: 

—  Tasks  for  which  the  soldier  has  had  previous  civilian  or  military  experience  will 
usually  be  easily  remembered,  (e.g.,  driving  a  vehicle.) 

—  Tasks  which  the  soldier  considers  important  to  remember  will  be  better  learned 
and  more  easily  recalled. 

—  Some  tasks  require  frequent  opportunities  for  practice  in  order  to  retain  task 
proficiency. 

—  In  general,  motor  tasks  (physical  activities)  are  more  easily  remembered  than 
mental  tasks. 

—  Tasks  which  involve  short  regular  procedures  are  more  easily  remembered  than 
those  for  which  there  is  no  clear  cut  procedure  to  follow. 

•  In  answering  question  4  consider  the  above  factors  plus  any  others  you  think 
may  affect  task  retention. 
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from  block  29 


to  block  34 


•  Questions  6  8  4Sk  the  following  questions 

High  theory  content7 

Need  for  immedijte  performance7 

T»k  a  prerequisite  skill  'knowledge  for  mother  task  already  assigned  lor 
insiitudonai  training7 

-  Equipment  /facilities  foi  training  only  available  in  the  institutional  setting7 

•  For  a  luiittn  axplanavon  and  guidance  m  answering  questions  5  8.  sae  befow 


tU  fueetiene  5  (Atu  $  mean? 


•  Question  5:  High  Theory  Content? 

—  Is  there  a  considerable  amount  of  theory  to  be  taught  with  this  task? 

•  Question  6:  Immediate  Performance? 

—  Must  this  task  be  performed  immediately  on  entry  to  the  job?  (i.e.,  Before  it 
could  be  trained  on  the  job) 

•  Question  7:  Prerequisite  for  task  selected  for  school? 

—  Is  this  task  a  prerequisite  for  learning  and/or  performing  other  school  trained 
tasks?  (i.e.,  Must  the  soldier  be  able  to  perform  this  task  in  order  to  learn 
other  tasks  taught  in  the  school?) 

•  Question  8:  Equipment/Facilities  Unique  to  School? 


—  Are  equipment  and/or  facilities  only  available  for  training  at  the  school? 


TOfat  A6WtC€A  <t  %C  €Lv4Ufa&it  t*  itlft  i*t 

OMtoWliHf  QUt4tiQH&  5  t&XU  %? 

•  Sources  of  information  for  these  questions  are: 

Question  5:  High  Theory  Content? 

—  Output  from  ISD  1.3  Construct  Job  Performance  Measures  or  Job  Aid  for 
Conducting  Task  Analysis.  Examine  task  descriptions  to  determine  how  task 
is  performed.  This  should  provide  an  excellent  insight  into  the  amount  of 
theoretical  content  that  will  be  required  for  training  the  task. 

—  Training  Manuals  are  an  excellent  source  of  information. 

—  Field  survey  of  Job  Supervisors  is  an  excellent  source  if  time  for  survey  is 
available.  (See  Resource  Manual  for  guidance  in  conducting  a  field 
survey) 

—  Panel  of  Recent  Job  Supervisors.  Fair  Source.  (See  Resource  Manual 
for  guidance  in  establishing  panel) 

Question  6:  Immediate  Performance? 

—  Field  Survey  of  Job  Supervisors  and/or  Incumbents.  Excellent  source  when 
time  for  survey  is  available  and  if  information  is  not  available  through 
CODAP.  (See  Resource  Manual  for  guidance  in  conducting  the 
survey.) 

—  Panel  of  Recent  Job  Incumbents.  Good  Source.  (See  Resource  Manual 
for  guidance  in  selecting  panel.) 

—  Your  own  judgment.  Use  only  if  all  other  sources  are  unavailable. 


Question  7:  Prerequisite  for  task  selected  for  school? 


—  Review  of  other  tasks  already  assigned  to  resident  school  setting. 

Question  8:  Equipment/Facilities  Unique  to  School? 

—  Check  Training  Manuals,  task  description  etc.  to  determine  training 
equipment  requirements.  Survey  field  supervisors  to  determine  if 
training  equipment  is  available  in  field  units. 

-  Panel  of  Recent  Job  Supervisors.  Use  in  conjunction  with  Training  Manuals, 
•lob  Performance  Measures,  etc.  (See  Resource  Manual  for  guidance  in 
selecting  panel.  I 

aid  m&cte  d a  *7  xccaid  m<f 
<lK<UVCrd  t*  5  t/ixu  %? 

•  For  each  question  (5  thru  S)  record  a  “Y”  or  “N”  as  appropriate  under  the 
task  and  in  the  appropriate  question  row. 


Example 


from  block  33 


•  II  «ven  on*  question  mi  ansMred  yes  •  "Yes" 
bunch  is  10  be  taken 


•  Plat*  an  "X"  under  the  task  in  the  row  labeled 
INSTITUTION  Remember,  this  is  only  an  initial 
assignment  and  may  be  changed  later 

•  Example  See  below. 


Examine  Next  Task 


•  Taking  the  next  task  on  the  ISR  Sheet  you  will 
staef  again  with  question  1 


to  block  38 


Tl/tat  doto  etc  9STR  aActt  loot  Cite  tote*  all  aftjixofiiatt 
taoto  taut,  IttK  aooi^Ktd  to  ^aotCtutional  iMOt%ucUo*al  octtcKQ? 


from  block  34 


•  QuMb'jfl  9  1 1  help  m  determining  whether  the  ink  an  be  assigned  mil  tally 
to  SOJT  (Supervised  or*  the  |i>b  naming) 

•  The  questions  asked  are 

Equipment  available  a(  umi’ 

Supervision  available  ai  urn!7 
Time  to  fain  available  at  owl7 

•  For  a  further  explanation  and  guidance  m  answering  questions  9  M. 
see  below 


to  block  39 


7&it %t  <pU4U**4  9  t&XU  ft  ttUAH? 

•  Question  9:  Equipment  Available  at  Unit? 

—  Is  the  equipment  required  for  individual  training  of  this  task  in  the  unit 
available  at  most  units? 

•  Question  10:  Supervision  Available  at  Unit? 

—  Are  personnel  with  the  necessary  expertise  available  at  most  units  to  conduct 
the  training  for  this  task? 

•  Question  11:  Time  to  Train  Available  at  Unit? 

—  Do  operational  requirements  at  most  units  allow  sufficient  time  for  the  soldier 
to  be  trained  in  the  unit? 


r 


TOUaX  dmcxced  axe  <zvAtl<i6U  fo  Hctfi  in  a,*u*vUK$ 
quedteatu  9  tH%u  11? 

•  Sources  of  information  for  these  questions  are: 

Question  9:  Equipment  Available  at  Unit? 

—  Field  Survey  of  Supervisors  is  an  excellent  source  of  information  if  time  for 
survey  is  available.  (See  Resource  Manual) 

—  Panel  of  Recent  Job  Supervisors  is  a  good  source  of  information.  (See  Resource 
Manual  for  guidance  in  selecting  panel.) 

—  Training  Manuals  to  determine  equipment  requirement  followed  by  review  of 
TOE/MTOE  or  TDA  for  appropriate  units.  Good  source  of  information. 

Question  10:  Supervision  Available  at  Unit? 

—  Field  Survey  of  Supervisors  is  an  excellent  source  of  information  if  time  for 
survey  is  available.  (See  Resource  Manual) 

—  Panel  of  Recent  Job  Supervisors.  Good  source.  (See  Resource  Manual) 

—  Your  own  judgment.  Use  only  if  other  sources  are  not  available. 

Question  11:  Time  to  Train  Available  at  Unit? 

—  Field  Survey  of  Supervisors  is  an  excellent  source  of  this  information.  (See 
Resource  Manual) 

—  Panel  of  Recent  Job  Supervisors.  Good  source.  (See  Resource  Manual 
for  guidance  in  selecting  panel) 
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t 


\ 


W  udtvtc  «U  9  ntcvut  my  <t kMvcx<x  t<\ 

QUt4tt6*4  9  (4am  //? 

•  For  each  question  (9  thru  11)  record  a  “Y”  or  “N”  as  appropriate  under  the 
task  and  in  the  appropriate  question  row. 


Example 


r>-  H.gh  Theory  Content7 

6)  Nieed  *or  lmmed>at»  Performance’ 

7i  Prerequisite  for  task  selected  fo«  school7 
8i  Equipment  Facilities  Uo-qup  to  School? 
9l  Equipment  Available  at  Unit’ 

H)l  Supervision  Available  at  Unit? 


..  .  _4 


fit  T.me  to  Tram  Available  at  Umt7 

Trrrmrtr  pervrjtonRequired^^*” 

'3)  T.me  to  Studv  Available ? 

Ml  Lesions/ Equipment  Exportable7 


-  i 


h 


INSTITUTION 


[ 


from  block  38 


to  block  43 


from  block  39 


Aik  Queitiora  1 2  14  on 
ISR  Shatt.  Rtcoid  a 
“V"  or  "N*'  for  Each  u 
Approprist# 


•  Questions  12  14  htlp  in  determining  whether  (he  task  should  be  initially 
assigned  to  a  self  study  mstiuctional  setting 

•  The  questions  asked  are 

-  1/trte  supervision  required9 

-  Time  to  study  available9 

-  lessons/equipment  exportable7 

•  For  a  further  explanation  and  guidance  in  answering  questions  1214, 
see  below. 


to  block  44 


cU  <juc4ti<u t4  12  cAtu  14  me**? 

•  Question  12:  Little  Supervision  Required? 

—  Can  this  task  be  learned  with  very  little  supervision?  (i.e.,  Can  the  soldier 
learn  the  task  through  self-study?) 

•  Question  13:  Time  to  Study  Available? 

—  Does  the  soldier’s  schedule  allow  sufficient  time  for  independent  study? 

•  Question  14:  Lessons/Equipment  Exportable? 

—  Can  everything  required  for  training  (which  is  not  already  available  in  the  field) 
be  included  in  the  training  package  and  is  it  inexpensively  exportable. 
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KJl*t  4AWIC6*  4VU  *V4UUL&lt  t*  4tlp  i* 

t2  ti/tu  ?4? 

•  Sources  of  information  for  these  questions  are: 

Question  12:  Little  Supervision  Required? 

—  Output  from  ISD  1.2  Select  Tasks/Functions.  Task  learning  difficulty  should 
have  been  established  on  a  rating  scale  of  1  to  7  and  will  therefore  be  an 
excellent  indication  of  the  amount  of  supervision  required. 

—  Field  Survey  of  Job  Supervisors.  Excellent  source  if  time  for  survey  is  avail¬ 
able.  (See  Resource  Manual  for  guidance  in  conducting  field  survey.) 

—  Panel  of  Recent  Job  Supervisors.  Good  source  of  information.  (See  Resource 
Manual  for  guidance  in  selecting  panel.) 

—  Your  own  judgment.  Use  only  if  other  sources  are  not  available. 

Question  13:  Time  to  Study  Available? 

—  Field  Survey  of  Job  Incumbents  and  Job  Supervisors.  Excellent  source 

especially  when  a  comparison  is  made  between  the  two  sources.  (See  Resource 
Manual  for  guidance  in  conducting  a  field  survey.) 

—  Panel  of  Recent  Job  Incumbents  and  Recent  Job  Supervisors.  Good  source. 
(See  Resource  Manual  for  guidance  in  selecting  panels.) 

—  Your  own  judgment.  Use  only  if  other  sources  are  not  available. 
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Question  14:  Lessons/Equipment  Exportable? 

—  Check  with  Course  Development  Personnel. 


—  Panel  of  Subject  Matter  Experts.  Fair  source.  (See  Resource  Manual 
for  guidance  in  selecting  panel) 

—  Your  own  judgment.  Use  only  if  other  sources  are  not  available. 


/Poo*  <tKcC  wHext  «t<*  *)  tecotd  mtf  MOtotno  to 
qucotioKA  ?2  t&xu  ?4? 

•  For  each  question  (12  thru  14)  record  a  “Y”  or  “N”  as  appropriate  under  the 
task  and  in  the  appropriate  question  row. 


Example 


from  block  43 

14  j 

Wcie 

"ALL  Quetliom 
C  H2  Ml  Antvyeieii  '> 


’  Note  that  ALL  questions  must  be  answered  -Y" 
tor  a  'yes  1  branch  to  be  taken 


.  Assign  Task  Initially  In  a  ^ 
Sell  Study  Instructional  ; 

1  Setting 


>  Place  an  “X"  untlei  the  task  m  (be  mw  laoci-d 
Sf  L F  STUDY  ftemembei  ihts  r$  only  an  ■«'  ri 
assignment  and  mar  be  changed  >aiei 


to  block  48 


from  blocks  43  and  47 


i 

48 

r*mpoiii«K  Lt«ve  •  Tht  uik  nol  been  ‘nilially  aligned  >0  in  Institutional.  SOJT  o'  Se** 

Unasignei'  Sluily  Insiructninal  Kiting  Temporarily  you  will  Imv*  the  !«k  uneuiflned 

In  a  <tki  friock  u  "assigned  tasks  will  tw  re  examined  and  instructional 
teinng  assignments  will  be  mad * 


Have 

All  Tasks  Been  *„  Qr  In 

Examined  »  Block 

7  ?t) 


to  block  50 
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from  block  49 


to  block  52 


from  block  51 


to  block  58 


TOiat  d*uUL  9  ceaUeUx  tvJicH  9  %e- evaluate  tie  'Tt  "  xeafieuat 
made  ta  QutAtiea  9.  10.  ex  11? 

•  At  the  time  you  recorded  this  “N”  response  you  may  have  been  in  doubt  about  your 
answer.  If  this  is  the  case,  do  some  additional  checking  to  determine  if  your  initial 
judgment  was  correct.  Check  with  your  supervisor,  a  new  sample  of  recent  job 
incumbents,  or  other  subject  matter  experts. 


NOTE:  It  is  important  that  you  DO  NOT  change  your  “N”  response  unless 
you  definitely  think  there  is  a  legitimate  basis  for  changing  it  to  “Y.” 
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and  tvdzxe  da  *)  ne&ond  <t  cAanyc  faoHt  'Tf''  ta  "7f  ''  fan 
quc&tioK  9.  10.  an  11? 

•  Follow  these  steps  for  recording  a  change  from  “N”  to  “Y” 

—  Step  1:  Erase  the  “N”  response 
—  Step  2:  Enter  a  “Y”  response 

—  Step  3:  Circle  the  (“Y^  response  as  an  indication  that  this  response  was 

previously  recorded  as  a  “N."  You  and/or  your  supervisor  may  want 
to  pay  particular  attention  to  this  task  when  you  are  reviewing  the 
initial  instructional  setting  assignments. 


Example 


6)  Need  for  Immediate  Performance* 


7)  Prerequisite  for  task  selected  for  school ; 

8)  Equipment/Facilmes  Unique  to  School? 
91  Equipment  Available  at  Unit* 

10)  Supervision  Available  at  Unit* 

111  Time  to  Tram  Available  at  Unit* 

12)  Little  SupennsionRegiiired* 

13)  Tune  to  Study  Available* 


/V  '  V  V  ;  AJ  .v  V  \  V 

_..J. .  > ....  l v  . . . 

_  V  y  :  . . V 

^L.  1  4 _ V _ 


A/  i/  v  .V  V  Ay‘  t/  V 


A/  7  ''I  /V  > 


■v  ,,y  a/  ,  ^  ,  y  . 


V  .  y  .  V  ;  " 

V  /V  y  y 


14)  Lessons/Equipment  Exportable* 


V 


&*d  adieu  ct*  *)  xcceuC  a,  cA*,k ^'um  "71"  Ca  "If  "  fin t 
ftuAti&K  t2.  ?3 .  et  t4? 

•  Follow  those  steps  for  recording  a  change  from  “N”  to  “Y.” 

—  Step  1:  Krase  the  "N"  response 


—  Step  2:  Filter  a  “Y"  response 


—  Step  3:  Circle  the  (‘ ‘Y'y  res|ionse  as  an  indication  that  this  response 

was  [ireviousTjn'corded  as  an  “N.”  You  and 'or  your  supervisor 
may  want  to  pay  particular  attention  to  this  task  when  you  are 
reviewing  the  initial  instructional  setting  assignments. 


Example 


1  t  (jo-fimeof  A.d'idO'e  j'  u 
10  Siupervvon  Aw  a  abi*  at  ijp.t  • 
tt'  T.mp  to  Tram  Amdahl*  jt  Urn1 

1  ?l  U<tnp  Supnr»iliOt‘  Required’ 

1 3-  Time  to  Study  Av#iiabie> 


1  V 


v,  V  v 


V  .V 


t4>  LfcMon*/ Equipment  Exportable’ 


from  block  58  and  60 


A»ign  Task  Initially  1 
INSTITUTIONAL 
Instructional  Sailing. 


Have  '  v 

All  Unassigned  •  N(J 

^Tasks  Been  Examined  ^>- - 


i  The  task  u  initially  assigned  to  the  Inimutional  instructional  setting 
because  it  was  determined  (initially)  that  an  SOJT  or  sell-study  instructional 
setting  mi  not  appropriate  Remember,  this  is  only  an  initial  assignment  and 
may  be  changed  late*. 


Examine  Next  Unassigned  I  •  Using  the  next  task  on  the  ISR  Sheet  you  Mill  start 
Task  j  again  with  question  V 


to  block  67 


d<xc<t  t&c  VS%  &dtct  Ufa  fax  cvAch  AteipKcd 

t*  itiAUtutioauU  cK<UxucU<y*uiC  u£U*$d? 


Example 


6 1  Need  for  Immediate  Performance* 

/)  Prerequisite  for  task  selected  for  school  * 
Eqyipmertr  Facilifies  Unique  to  School ’ 
9*  Frjmpmen*  Available  it  llmd 
10)  Supervision  Available  at  Unit' 

M)  T.me  to  Tram  Available  at  Unit’ 
l?i  Ldtie  Supervision  Required’ 

13)  T.me  to  Study  Available’ 

|  14)  IfssoovfcqtnpfTvt..*  Exportable’ 

-  I  INSTITUTION 
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.V 

V 

X 

X 

X 

X 

X 

X 

1 

from  block  66 


67 


t 


ft 


—  —  *1 

Rfvitw  ALl  T«ki 
initially  Assigned  >oi 
Turning  m  the 
Institutional  Setting 


•  ATI  of  the  tasks  previously  initially  assigned  to  an  institutional  setting  are 
it  examined  io  determine  it  this  classification  is  the  best  instructional 
setting  lor  the  tasks 

•  Fqi  additional  guidance  seebeloft 


to  block  68 


TVluU  fact***  «Ox  *)  cAHticUx  ioAck  *7  %e-tX€Lmi*c  to,  Jit 

CtUUtUOf  fo  a,H  iH4tUuti*K4,t  i«4tnucU*ua,l  Atttinq? 

•  Your  initial  selection  of  the  Institution  as  the  instructional  setting  was  based  on 
questions  1  through  4  or  5  through  8  on  the  ISR  Sheet.  There  may  be  some 
reasons  why  the  task  should  not  be  trained  in  the  institution  even  though  it  was 
initially  assigned  to  an  institutional  setting. 

•  For  each  task  initially  assigned  to  the  Institution  consider  any  reason  why  the 
task  should  NOT  be  trained  in  an  institutional  setting.  Following  are  examples 
of  questions  you  might  want  to  ask  as  you  review  each  task: 

—  Do  feedback  from  the  field  or  SQT  results  indicate  that  an  Institutional  setting 
has  proven  ineffective  for  any  of  these  tasks? 

—  Are  appropriate  cues  or  stimuli  not  available  in  the  school  for  any  task? 

—  Are  skilled  instructors  available  for  teaching  the  task  in  the  school? 

—  Is  time  and  money  available  for  training  the  task  in  the  school? 

—  Are  there  any  job  factors  unique  to  this  MOS  which  would  cause  you  to  change 
this  instructional  setting? 

—  Will  new  equipment/simulators  soon  to  be  available  cause  you  to  change  this 
setting? 

You  may  have  other  reasons  why  the  task  should  not  be  taught  at  the  insti¬ 
tution.  Consider  each  reason  carefully. 

•  If  you  decide  that  an  institutional  instructional  setting  is  unsuitable  review  ques¬ 
tions  7  through  14  on  the  ISR  Sheet  to  determine  if  the  task  can  be  assinged  to 
SOJT  or  Self-Study.  If  necessary,  consult  with  other  subject  matter  experts  or 
your  supervisor  to  arrive  at  a  suitable  instructional  setting  for  the  task. 
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from  block  67 


to  block  71 


•  Both  tht  previous  initial  iraiigctuxiai  wtimg  and  th« 
nanu  tailing  an  shown  on  tht  IS R  Shott 

•  For  guidance  >n  recording  new  instructional  telling, 
wt  below 


•  The  talk  10  number  and  the  reaaon  for  changing  the 
instructional  sailing  to  SOJT  or  Sell  Study  it  recorded 
on  back  ot  iSR  Sheet 

•  Example  See  Manual,  page  0  59. 


«U  *)  % CC&ld  tit  K6t&  itUttuctiftfU  < Uttinf  **  tit 
•7S%  tittt? 

•  Procedure  to  use  in  recording  new  instructional  setting: 

—  Step  1:  Record  an  “X”  under  the  task  in  the  SOJT  or  Self-Study  row. 

—  Step  2:  Circle  the  (“X^)  recorded  under  the  task  in  the  INSTITUTION  row. 

DO  NOT  erase  the  originally  recorded  “X.”  This  will  later  allow  you 
and/or  your  supervisor  to  easily  determine  that  the  initial  instruc¬ 
tional  setting  was  changed  from  INSTITUTION  to  SOJT  or 
SELF-STUDY. 
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do  *)  document  ok  tic  fact  o£  tie  oicct  tic  xcuook 

fin  ciaufcup  tic  CKOtxuctcoKcU  ccttcnf  friom  incUtutioK 
to  SOf0?  on,  oct^-otucUf? 


Example 


from  block  68  and  70 


•  All  o*  iht  <**ks  previously  initially  assigned  to  a  SOJT  wiling  ait  it-etmmtiS 
to  a«tirmin*  .1  this  clsn>l<cition  <s  the  best  wmiucuonal  settm#  loi  the  tasks 

•  Fqi  additional  guide  nee.  ***  below 


to  block  72 


70 Hat  ^oct&td  «U  0  eenei* it*  wHen  0  re-examine  die  tadie 
initiatCy  aedfneet  te  On  SO 0*7  indtmetienat  eettinf? 

•  Your  initial  selection  of  SOJT  as  the  instructional  setting  was  based  on  questions  7 
through  9  on  the  ISR  Sheet.  There  may  be  some  reasons  why  the  task  should  not 
be  trained  by  SOJT  even  though  initially  assigned  to  a  SOJT  setting. 

•  For  each  task  initially  assigned  to  SOJT  consider  any  reason  why  the  task  should 
NOT  be  trained  in  a  SOJT  setting.  Following  are  examples  of  questions  you 
might  want  to  ask  as  you  review  each  task. 

—  Do  feedback  from  the  field  or  SQT  results  indicate  that  a  SOJT  setting  has 
proven  ineffective  for  any  of  these  tasks? 

—  Is  the  environment  too  hazardous  for  training  this  task  in  the  field?  For 
example,  would  errors  made  during  training  in  a  field  environment  be  critical 
to  the  student,  to  others,  or  to  equipment? 

—  Will  new  equipment/simulators  soon  be  available  which  would  cause  you  to 
change  the  setting? 

—  Do  “percentage  performing”  figures  indicate  that  fewer  soldiers  are  performing 
this  task  than  should  be?  If  so,  does  the  percent  which  should  be  performing 
meet  the  criterion  for  high  task  performance  and  therefore  consideration  for 
Institutional  training? 

—  Are  there  any  job  factors  unique  to  this  MOS  which  would  cause  you  to  change 
this  instructional  setting? 

You  may  have  other  reasons  why  the  task  should  not  be  taught  by  SOJT. 
Consider  each  reason  carefully. 

•  If  you  decide  that  a  SOJT  instructional  setting  is  unsuitable,  review  all  of  the 
questions  on  the  ISR  Sheet  to  determine  if  the  task  should  be  assigned  to  an 
Institutional  or  Self-Study  instructional  setting.  If  necessary,  consult  with  other 
subject  matter  experts  or  your  supervisor  to  arrive  at  a  suitable  instructional 
setting  for  the  task. 
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from  block  71 


•  Both  the  previou*  initial  inttructional  tatting  and  the 
new  setting  are  shown  on  the  iSfi  Sheet. 

•  For  guidance  m  recording  new  instructional  setting, 
see  below 


•  The  task  10  number  and  the  reason  (or  changing 
the  instructional  setting  to  Institution  or  Salt-Study 
is  recorded  on  back  of  ISR  Sheet. 

•  Example:  See  Manual,  page  0-9. 


etc  ?  eec&ut  tie  «M>  tuetcMcttetuU  eettiny  cm  tic 
1SH  elect? 

•  Procedure  to  use  in  recording  new  instructional  setting: 

—  Step  1:  Record  an  “X”  under  the  task  in  the  INSTITUTION  or  Self- 
Study  row. 

—  Step  2:  Circle  the  (fx”)  recorded  under  the  task  in  the  SOJT  row.  DO 
NOT  erase  the  originally  recorded  “X.”  This  will  later  allow  you 
and/or  your  supervisor  to  easily  determine  that  the  initial  instruc¬ 
tional  setting  was  charged  from  SOJT  to  INSTITUTION  or 
Self-Study. 


from  block  72  and  74 

>s 


Rmm  All  Twts 

Initially  Assigned  (of 


SCLFSTUOr 
Instructions!  Sitting 

T  ' 

I 

to  block  76 


•  All  ol  the  tasks  previously  initially  assignsd  to  •  Sell  Study  Mttmg 

ait  it-exarmnad  to  datumma  it  this  clmulicst'on  is  ih*  bast  instructional 
wtting  Iqi  Hi*  (asks 

•  for  additional  guidance,  sw  balow 


TOfat  fact***  «U  *)  c&tMcUn,  wJit*  *)  %t-txcLmi*t  tic  tad* 

itUticUfa  AttifHtd  ft  <t  cct^-tUufa  i**t**ltti*H4rt  tetUMQr? 

•  Your  initial  selection  of  Self-Study  as  the  instructional  setting  was  based  on 
questions  12  through  14  on  the  ISR  Sheet.  There  may  be  some  reasons  why  the 
task  should  not  be  trained  by  Self-Study  even  though  initially  assigned  to  a 
Self-Study  setting. 

•  For  each  task  initially  assigned  to  Self-Study  consider  any  reason  why  the  task 
should  NOT  be  trained  in  a  Self-Study  setting.  Following  are  examples  of  ques¬ 
tions  you  might  want  to  ask  as  you  review  each  task: 

—  Do  feedback  from  the  field  or  SQT  results  indicate  that  a  Self-Study  setting 
has  proven  ineffective  for  any  of  these  tasks? 

—  Will  new  equipment/simulators  soon  be  available  which  would  cause  you  to 
change  the  setting? 

—  Do  “percentage  performing”  figures  indicate  that  fewer  soldiers  are  performing 
this  task  than  should  be?  If  so,  does  the  percent  which  should  be  performing 
meet  the  criterion  for  high  task  performance  and  therefore  consideration  for 
Institutional  training? 

—  Would  the  percent  performing  figure  change  radically  during  mobilization? 

Would  the  task  then  become  a  candidate  for  training  in  the  Institution? 

—  Are  there  any  job  factors  unique  to  this  MOS  which  would  cause  you  to  change 
this  instructional  setting? 

You  may  have  other  reasons  why  the  task  should  not  be  taught  by  Self-Study. 
Consider  each  reason  carefully. 

•  If  you  decide  that  a  Self-Study  instructional  setting  is  unsuitable,  review  all  of  the  ques¬ 
tions  on  the  ISR  Sheet  to  determine  if  the  task  should  be  assigned  to  an  Institutional 
or  SOJT  instructional  setting.  If  necessary,  consult  with  other  subject  matter  experts 
or  your  supervisor  to  arrive  at  a  suitable  instructional  setting  for  the  task. 
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from  block  75 


•  Both  the  previous  initial  instructional  setting  and  the 
new  setting  are  shown  on  the  I  SR  Sheet 

•  Fo<  guidance  m  recording  new  instructional  setting, 
see  below 


•  The  task  10  number  and  the  reason  for  changing  the 
instructional  setting  to  Institution  or  SOJT  is  recorded 
on  back  o!  ISR  Sheet. 

•  Example:  See  Manual,  page  0  9 


do  *)  tecoxd  the  tteeo  itM&uccUoH&t  oettiuf  oh  the 
VS/R  oheet? 


•  Procedure  to  use  in  recording  new  instructional  setting: 

—  Step  1:  Record  an  “X”  under  the  task  in  the  INSTITUTION  or  SOJT  row. 

—  Step  2:  Circle  the  (“X^  recorded  under  the  task  in  the  SELF-STUDY  row. 

DO  NOT  erase  the  originally  recorded  “X”.  This  will  later  allow  you 
and/or  your  supervisor  to  easily  determine  that  the  initial  instructional 
setting  was  changed  from  INSTITUTION  to  SOJT  or  SELF-STUDY. 
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from  block  76  and  78 


•  Then  may  be  unrecorded  information  pertaining  to  the 
selection  of  instructional  setting  process  It  it  important 
that  this  is  documented  as  part  ot  the  historical  record 


•  Use  the  back  jt  any  o<  the  ISR  Sheets  (wherever 
space  is  available}  On  the  bottom  ot  the  front 
ot  the  ISR  Sheet  «  I  record  "Comment  and 
page  number  " 


to  block  81 


from  block  79  and  80 


Submit  ISR  SbMtlsI  to 
Suparvisot  lot  Rtvi»w 


•  All  of  the  utks  have  now  been  toigntd  to  one  of  the  ttuw  instructional 
sellings  and  documentation  lor  each  un^nmtnt  hat  been  recorded  The 
completed  ISR  Sheets  are  now  submitted  to  the  supervaci  toi  final 
review. 


to  block  83 


•  Any  changes  in  instructional  wmng  assignments  are  recorded  on  the 
ISR  Sheet 

•  F  or  additional  guidance,  see  below 


«C&  *)  t tc&ut  c&QMft*  Ik  tUc  iH&t*ueUo*uU  made 

44  4  %€AtUt  **9  wjwwlwi  *  ttvietu? 


•  Changes  in  instructional  setting  made  by  the  supervisor  are  recorded  in  the  same 
way  that  you  recorded  your  changes.  That  is: 


—  Step  1: 

—  Step  2: 


Record  an  “X”  under  the  task  in  the  NEW  instructional  setting  row. 


Circle  the  < "X” )  recorded  under  the  task  in  the  previously  assigned 
instructional  setting.  DO  NOT  erase  the  originally  recorded  “X.” 


—  Step  3:  Record  task  ID  number  on  back  of  ISD  Sheet. 


—  Step  4:  Record  reason  for  change  in  instructional  setting  and  record  that 
this  change  was  as  a  result  of  supervisor  review. 
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from  block  82 


&3 


Ratord  Instiuctional 
betting  Assignment  tor 
Each  Task  on  CRITICAL 

TASK  LIST 


•  The  final  instructional  sailing  assign  me  m  has  now  been  arrived  at  and 
recorded  on  the  IS R  Sheet  In  this  block  the  Instructional  setting 
assigned  tor  each  task  is  recorded  on  the  Critical  Task  List 

•  Toatt  copy  ot  a  Critical  Task  List  see  Job  Aid  foi  Selecting  Tasks 

tot  Training  USD  1 21 


to  block  84 


from  block  83 

I 


Ti/ieU  ic  tic  impAxtancc  faicfMxiKQ  ccmmcntc  fa*  flccfUc 
unviilK^  6k  cticx  ctcfic  c£  tic  6*At*ucti<x*a,l  tyctcm* 
dcod&fimCKt  fmxcc&t?  etc  *1  xcccxet  ticm? 


•  In  order  for  the  Instructional  Systems  Development  process  to  work  effectively 
it  is  imperative  that  there  be  forward  and  backward  communication  between  the 
people  involved  in  the  process.  At  some  time  or  other  you  have  probably  com¬ 
plained  about  the  input  that  has  been  provided  to  you.  For  example,  you  may 
have  thought  that  other  tasks  should  have  been  included  in  the  critical  task 
listing,  or  that  the  job  performance  measures  were  incomplete  or  inaccurate. 
Sometimes,  you  may  have  had  to  do  work  that  should  have  been  performed  in 
previous  steps. 


IT  IS  IMPORTANT  THAT  YOU  FEED  THIS  INFORMATION  BACK 
TO  THE  APPROPRIATE  PEOPLE  SO  THAT  REVISIONS  CAN  BE 
MADE  TO  EFFECT  IMPROVEMENT  IN  THE  END  PRODUCT. 
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In  your  research  for  this  step  of  the  Instru  tional  Systems  Development  process  you 
may  have  discovered  additional  information  that  you  think  may  be  useful  to  people  who 
will  be  working  in  steps  that  follow  this  one.  If  so,  it  is  equally  important  that  you 
pass  this  information  on  to  appropriate  people. 


REMEMBER,  COMMUNICATION  WITHIN  THE  INSTRUCTIONAL  SYSTEMS 
DEVELOPMENT  PROCESS  IS  CRITICAL  FOR  EFFECTIVE  INSTRUC¬ 
TIONAL  DEVELOPMENT 


•  A  copy  of  the  ISD  COORDINATION  SHEET  can  be  found  in  the  back  of 
this  manual.  Make  sufficient  copies  to  enable  you  to  send  one  to  every 
individual  you  wish  to  communicate  with— plus  copies  for  your  records. 

•  Complete  the  ISD  COORDINATION  SHEET  in  duplicate.  Send  one  copy  to  the 
individual  and  attach  one  copy  to  the  Instruction  Settings  Selection  Package 
(ISR  Sheets). 
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